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PRACTICAL SOLUTIONS TO MANAGEMENT’S PROBLEMS 
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“When something has been done a particular way 





for 15 or 20 years, it is a pretty good sign, in these 
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GF raises your lobby's TF : 


Smart-looking GF METAL FURNITURE creates a lasting 
favorable impression on clients, customers and other callers 


OODWILL begins with good first 
G impressions in your reception 
room. GF’s distinguished metal 
desks, tables, chairs and lounges 
reflect the qualities of good taste, 
modern style and efficiency that 
speak well for your organization. 


You are no longer restricted to 
sober gray or green in GF metal 
furniture. GF desks and files may 
be had in an array of bright deco- 
rator colors, with aluminum trim. 
Goodform aluminum chairs are fur- 
nished in ebony, gold, bronze-gold 


or copper.. anodized non-chip 
colors that are infused into the 
aluminum itself. Smart upholstery 
patterns and colors can match or 
contrast, as you prefer. 


The Mode-Maker desk shown 
above is designed for utility as well 
as appearance. With appropriate 
GF desk accessories, your recep- 
tionist can also handle correspond- 
ence, file cards, operate dictating 
equipment, or type. All these fea- 
tures—plus handsome styling—will 
cost only a fraction of 1% of its user’s 
salary over a period of 15 years! 


Good metal business furniture is @ 00d investment 


(Circle 713 for more information) 


TONE FACTOR. 


Why not make your reception 
lobby as modern and efficient as 
your own ideas suggest? Just call 
or drop in at your nearest GF show- 
room... or, to get a complete 


catalog in color, simply write The 
General Fireproofing Company, 
Dept. M-38, Youngstown 1, Ohio. 








GENERAL 
FIREPROOFING 


Foremost in Metal Business Furniture 





MODE-MAKER DESKS ¢ GOODFORM 
ALUMINUM CHAIRS e SUPER-FILER 
MECHANIZED FILING EQUIPMENT e 
GF ADJUSTABLE STEEL SPELVING 
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How to frighten workers into a safety 
program 


RETURNS" 


—that cut typing costs 


Addressing machine doubles as check 
signer 
Planning ideas: 26 
To return the carriage on an 
IBM Electric Typewriter, a typist 
merely touches the return key. 
Electricity does the rest. 


Portrait photos at work in business 


Office manager supervises from ‘'con- 
trol booth" 


Scientific office planning offers effi- 
ciency, comfort 
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This simple operation— which the 
average typist performs 268,000 
times a year—requires 400 times 


less energy* than returning the 
carriage on a manual typewriter! 


Clippings: New products for the office 32 


Cover photo: Books courtesy of McGraw-Hill and 
Prentice Hall 


Policy re manuscripts: The object of Manage- 
ment METHODS is to offer "practical solutions to 
management's problems." For that reason we never 
highlight a problem without offering at least a 


increased typing production—and 
a happier typing staff—result. 


TRACE MARK 


partial solution or a recommended course of ac- 
tion. Whenever possible, we like fo offer the 
reader something he can do right now to correct 
o@ procedure or solve a problem in his business. 


Much of our editorial material comes from busi- 


electric typewriters 


fn ; iali / f 
ess and managemen? specialists as well as from ...less work per word 


active businessmen at all levels of management. 

Most articles employ case histories. An article 
may be based on a single case history or can be 
built around a group of related case histories. We 
like to mention the name of the user company 





involved in each case history and, when possible, 
to quote an officer of the company. *By actual mechanical measurements 
.of inch ounces of energy for the carriage 


We endeavor to return all manuscripts. How- return operation 


ever, we assume no responsibility for material not 
specially requested by us. 


(Circle 721 for more information) 
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WHEN YOUR COMPANY HAS PERSONNEL TO MOVE 


Give Them the Service You'd 
Choose for Yourself ! 








EASY FOR THEM * Mayflower takes over the whole job... 


even to laying the rugs, assembling beds and lamps, and arrang- 


ing the furniture so that their new home is immediately livable. 





SAFE FOR THEIR POSSESSIONS * Mayflower has 


developed the safest methods, materials, and equipment to protect 
everything, even the most fragile breakable. It will pay your 


company to consult Mayflower whenever you have moves to make! 


Mayflower’s organization of selected warehouse agents provides on-the-spot 
representation at the most points in the United States and Canada. Your local 
Mayflower agent is listed in the classified section of your telephone directory. 


AERO MAYFLOWER TRANSIT COMPANY, INC., INDIANAPOLIS 


| AERO 
ayflowe 
! CptuCcad Fewer 


TION-WIDE FURNITURE MOVERS 


(Circle 701 for more information) 
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Picking 


MANAGEMENT 





by Charles S. Roberts, Charles Roberts Associates 


Mr. Roberts is a management consultant who has specialized in 


marketing research and sales management problems since 1945 


for your 


company s products 


A major petroleum 
company some years ago was interested 
in determining whether it profitably 
could market floor waxes and furniture 
polish through its gasoline station out- 
lets. It wanted to determine whether 
such a line would be able to stand on 
its own feet, and whether sales could 
be realized in sufficient volume to be 
of interest to its gasoline outlets, as 
well as to the company. 

Despite the fact that several petro 
leum companies were marketing house 
hold specialties through gas stations, 
this company wanted a fresh appraisal 
made of the problem. Published sources 
of information provided reasonably re 
liable information on the size of the 
market for floor waxes and furniture 
polishes as sold through all types of 
outlets. The fundamental question, 
however, was whether gasoline stations 
would be a satisfactory outlet to tap 
this market. The company was unwill- 
ing to conclude that marketing these 
products through gasoline outlets was 
sound just because othe petroleum 
companies were doing so. 


A study was conducted among con 


sumers and operators of gasoline sta- 
tions to develop pertinent information 
relating to this problem, e.g.: 

1. Relative importance of the male 
and female head of the house in the 
purchase of floor waxes and polishes. 

2. Consumer preferences as to outlet 
in which to purchase these products. 
3. Practices of women in regard to 
use of gasoline stations. 

t. Experience and attitude of gaso- 
line station operators in regard to sell- 
ing floor waxes and furniture polish. 

The findings of this study were very 
significant. In the homes where these 
products were used, it was found that 
the female head of the house made the 
actual purchase in at least 80°% of the 
cases. Although little objection was 
registered to purchasing floor waxes 
and furniture polishes in gasoline sta 
tions, per se, it was found that no more 
than 1° of the consumers had evei 
actually purchased these products in a 
gasoline station. These findings were 
reflected in the sales, or lack of them, 
among gasoline stations marketing 
floor waxes and furniture polish, where 


it was found that over 80° of the deal- 


Exposure of women to household products in gas stations 
{Women purchase at least 80% of all household waxes, polishes, and cleaners} 


Frequency of personally _ _ 


eoconenww ew wwe wwe 


DRIVERS 


driving cor into gas station 


methods 














ers sell less than $25 a year of floor 
wax, and 86°, sell less than $25 of 
furniture polish. 

It appeared evident that the key to 
the lack of success of gasoline outlets 
as a channel of distribution for floor 
waxes and furniture polishes, was the 
car driving practices of the female head 
of the house. These household prod- 
ucts are purchased predominantly by 
women. Yet the findings also revealed 
that approximately two-thirds of the 
women interviewed did nof drive a 
family-owned car. Moreover, of the 
one-third who do drive a car, less than 
30°7, or roughly only 10°, of all 
women, personally drive into a gaso 
line station “frequently,”” compared to 
almost 80°, of the men drivers. In 
this case, “frequently” generally means 
“about every time the car was In a 
easoline station.” Moreover, 28°, of 
the women who drive cars “never” 
drive them into a gasoline station. The 
remainder, 43°, of the women, drive 
them into. stations “occasionally.” 
Furthermore, women do not get out of 
their cars, as often as men, while ob- 
taining service in a gas station. 


It was difhcult to escape from the 
conclusion that the opportunity is very 
limited for achieving a worthwhile vol 
ume of sales of floor wax and furniture 
polish through the petroleum = com- 
pany’s gasoline outlets. The critical 
unpediment is that the driving prac- 
tices of women, and their infrequent 
patronizing of gas stations, severely 
limits the opportunity to expose them 
to these products. The limited sales 
opportunity precludes any extensive 
effort on the part of station operators 
to merchandise these home products, 
and they prefer, usually, to utilize dis- 


play space for automotive specialties. 


Interestingly enough, the soundness 
of this conclusion was borne out within 
a year by the action taken by anothe 
petroleum company, which had been 
an outstanding exponent of marketing 
similar household specialties through 
its gasoline outlets. After more than 
a decade spent in trying to build up a 
satisfactory volume of sales of such 
products through gasoline stations, it 
withdrew the line and disposed of the 
brands it had so laboriously promoted 
to other companies who market such 
products in non-petroleum outlets. m/m 
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For want of a nail, a kingdom was lost. 
For want of a part, an order was lost. 
Clogged production lines, delayed ship- 
ments, tied-up working capital, irate cus- 
tomers, red ink — this is the price you pay 
for faulty inventory control. 

You can avoid such pitfalls with Keysort 
punched-card accounting. In this instance, 
Keysort would have shown that stock was 
inadequate before production orders were 
written. The necessary parts could have 








































been turned out to reach Assembly on time. 

A McBee Keysort installation can give 
you comprehensive, accurate reports on 
every phase of factory operation, and give 
them to you fast. On your desk by the 4th 
of every month. Whether you run a 100- 
man branch plant or an industrial titan. 
The cost? Surprisingly low. 

The trained McBee representative near 
you will be glad to show you how it’s done. 
Or write us. 


Punched-card accounting for any business 


Manufactured exclusively by The McBee Company, 


Athens, Ohio ¢ Division of Royal McBee Corporation 


Offices in principal cities ¢ In Canada: The McBee Company, Ltd., 179 Bartley Drive, Toronto 16, Ontario 
(Circle 725 for more information) 

















Here you see a typical installation of 
birch Weldwood Movable Partitions. 
Note how privacy is assured in mini- 
mum space. 









Beautiful paneled offices 
with movable wood partitions 


Unique interlocking feature of these 
real wood partitions lets you 
change office layouts overnight. 


LOW-COST CHANGE-OVER. With Weld- 
wood’s exclusive metal key construc- 
tion, you can rearrange your office 
layout whenever required. 

BEAUTY OF FINE HARDWOOD pancling 
adds warmth and dignity to even the 
smallest office. Rich birch, walnut and 
Korina® woods harmonize with any 
decorating scheme; many other woods, 
such as mahogany, elm, oak and maple 
are available on order. 

LOW MAINTENANCE. Weldwood panels 
need only an occasional waxing to keep 
them looking bright and new always. 
SHUTS OUT NOISE. Fire-resistant panel 
core provides a noise barrier fwice as 
effective as a 2 x 4 stud partition with 
metal lath and plaster on both sides. 





Weidwosd 


MOVABLE PARTITIONS 
A product of 
UNITED STATES 
PLYWOOD CORPORATION 


LIFETIME GUARANTEE: Weldwood Parti- 
tion Panels are guaranteed for the life 
of the installation. 


SEND COUPON NOW for more informa- 
tion or call any of the 73 United States 
Plywood or U.S.-Mengel Plywoods 
showrooms, in principal cities, 





Illustration shows how metal keys 
slip into keyways to lock panel. 
Opening in key provides hidden 
space for B X cable. Spring clip 
on post cap snaps on, closing 
space between panels, 


Cutaway view of floor base as- 
sembly. Two leveling bolts per 
panel make adjustments easy. 
Base plates may be had in 
matching woods or satin black 
Micarta®, 














United States Plywood Corporation 
Weldwood Building, 55 West 44th Street 
New York 36, N. Y. MM-12-54 
Please send me free literarure on Weldwood Mov- 
able Partitions and names of nearest distributors. [_] 
Please send me free literature on Weldwood Fire 
and Stay-Strate® Doors. [] 








(Circle 738 for more information) 
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by Leslie M. Slote 


Ass't. to the Pres., Ketay Instrument Corp. 
Management and Labor Relations Consultant 


questions 


“Management, for reasons of its 
own, finds it desirable to formulate 
a personnel policy in our company 
requiring all personnel’ earning 
$5,200 per year or more, as part of 
their responsibilities, to work over- 
time hours without receiving addi- 
tional compensation. Can this be 
incorporated as part of an employ- 
ment agreement, without violating 
Wage and Hour Regulations?” 


answer: 


The Fair Labor Standards Act ol 
1938 requires an employee who works 
more than 40 hours in any one work 
week, to be compensated for all such 
hours worked in excess of 40, at a rate 
not less than one and one-half times 
his regular rate. 

First, check to see whether Part 541 
of the regulations, which exempts cer- 
tain categories of employees from the 
overtime provisions of the Act, applies 
in your case without the necessity of 
drawing up an agreement. Note that 
these exempt categories are carefully 
defined, and include personnel em- 
ployed in bona fide executive, adminis- 
trative, professional, local retailing, 
and outside sales capacities. 

If Part 541 doesn’t apply, another re- 
course may be open to you in the form 
of a Belo agreement. (The A. H. Belo 
Corp., a newspaper, was the subject of 
a court case involving wage payments 
to their reporters. The court approved 
payment of a guaranteed weekly 
amount, and this decision became the 
basis of a 1949 Amendment.) In this 


type of agreement, non-exempt em 
ployees can be paid an all-inclusive, 
fixed weekly rate or salary, to covet 
irregular working hours in excess ol 
10 per week, without violating the 
overtime requirements of the law. ‘To 
be valid, a Belo agreement must be the 
subject of a bona fide individual em- 
ployment contract or collective bar- 
gaining agreement. In general, the 
following conditions must, at the same 


time, be observed: 


1. Lhe employee's duties must neces- 
sitate irregular and fluctuating hours 
of work, beyond the control of either 
the employee or employer. Examples 
are outside buyers, on-call servicemen, 
insurance adjusters, trouble-shooters, 
ofhce employees whose hours must be 
irregular and unpredictable, etc. 


2. The contract must provide for guar- 
anteed weekly compensation. 


3. The all-inclusive guarantee must in- 
clude the regular weekly pay for 40 
hours and compensation at not less 
than one and one-half times the regu- 
lar rate for overtime hours worked. 


4, The number of weekly hours for 
which pay is guaranteed in the con- 
tract must bear a close relationship to 
the actual hours worked, but may not 
exceed 60 hours. 


5. The Belo agreement cannot cover 
employees whose “regular” rate under 
law includes production bonuses, com- 
missions, extra pay, etc. 


There are other qualifying condi- 
tions and restrictions, but the above 
are prime requisites. To illustrate its 
application, here is an actual case his- 
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is service. 


RECORDING & STATISTICAL CORPORATION 
100 SIXTH AVENUE » NEW YORK 13, N. Y. * your service bureau for ‘live facts’ * BOSTON + DETROIT - CHICAGO » MONTREAL - TORONTO 


Clearer figures, increased profits, lower inventories, any one of these can easily absorb the cost of th 


Punched card tabulation by R & S of your figures on all 3 gives you the correlation quickly and accurately. 











(Circle 733 for more 
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tory of a large appliance manufacturer: 

The appliance manufacturer employ- 
ing on-call servicemen, was able to meet 
the requirements of a Belo-type con- 
tract as follows: Their servicemen 
were subject to an unpredictable num- 
ber of customer service calls at varying 
hours, and over the past year had 
worked an average of 53 hours per 
week, which is typical of what the com- 
pany expects to occur in the future. 
Some weeks offered servicemen less 
than 40 hours of work, while about 
20% of the work weeks ran to more 
than 57 hours. The regular rate of 
pay agreed upon between the company 
and its servicemen was $1.60 per hour, 
and it was felt that a guaranteed work 
week covering between 53 and 57 hours 
would be reasonable. It is desirable to 
select less than the maximum number 
of hours which may be worked, so that 
there can be no doubt that the contract 
is not being used as a means of avoid- 
ing the expense of overtime payments. 
Hours worked in excess of the num- 
ber specified in the contract must be 
additionally compensated as overtime 
hours, which means that in such in- 
stances the employee will earn more 
than his guaranteed weekly wage. An 
acceptable Belo contract was drawn up 
which read as follows: 


"The IJB Corporation hereby agrees 
to employ A. Spivak as an on-call 
serviceman at +he regular hourly rate 
of pay of $1.60 per hour for the first 
40 hours in any work week, and at the 
rate of $2.40 per hour for all hours in 
excess of 40 in any work week, with 
a guarantee that A. Spivak will receive, 
in any week in which any work is per- 
formed for the company, the sum of 
$100.00 as total compensation for all 
work performed up to and including 
55 hours in such work week." 


In the above example, note that any 
time worked by a serviceman in excess 
of 55 hours per week, has to be com- 
pensated at the rate of $2.40 per hour. 
sefore entering into a Belo type of 
agreement, it is advisable to make sure 
that you are complying with applicable 
Federal and State laws, and collective 
bargaining contracts. Above all, be 
sure to check with your local Wage 
and Hour Division of the-U. S. Dept. 
of Labor to make sure that your Belo 
agreement is acceptable. m/m 
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Up-to-the-minute lighting designs . . . vania Troffers offer you the correct 
quick, easy installation . . . simplified answers to general, directional, dif- 
maintenance, all are yours with Syl- fused, or prismatic lighting. Detailed 
vania’s new and varied line of troffers. data sheets are yours for the asking. 


Plastic, glass, or louver shielded Syl- Address: Dept. 4X-3712, at Sylvania! 





Pp iz ‘ Mee Bester a settee 2 
Showing detail of Sylvania Troffer installation. Note hinged steel frame for quick, easy lamp 
replacement. 


SYLVANIA 


Sylvania Electric Products Inc. 1740 Broadway, New York 19, N. Y. 


In Canada: ae Electric (Canada) Ltd., 
University Tower Building, St. Catherine St., Montreal, P. Q. 


LIGHTING * RADIO + ELECTRONICS * TELEVISION 


(Circle 737 for more information) 


7 








Le Febutre vis 
COMPLETE / 
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POSTING =» 





MAGIC KEY 
ADJUSTO 
TRAY-BINDER 





EXCLUSIVE! Compres- 
sor plates made to fit 
sheet size of no extra 
chargel 


7 
SPEEDS PAPER HANDLING! 


SAVE 5 TO 15 MINUTES EVERY HOUR 
DURING MACHINE POSTING. 


Installations prove it! LeFebure Tray-Binders, Posting 
Stands and Bookkeeping Machine desks provide an or- 
derly arrangement — more room at less cost. Everything 
at hand... uninterrupted work. Space saved — time 
soved. Let our trained representatives help YOU— 


WRITE FOR FURTHER INFORMATION 


chute CORPORATION 
(4 CEDAR RAPIDS, IOWA 


The World’s Most Complete Line of Posting Trays, 
Tray-Binders and Stands 


i @ ¢ 


(Circle 723 for more information) 
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a fast start 
for your company 


> ELECTRONICS 


for the office 


mum As reported previously in MAN 
AGEMENT METHODS, electronics manufacturers 
have made tremendous strides in the last twelve 
months in developing practical applications for 
their equipment. The only thing that stands in 
the way of another development spurt is the time 
it takes potential users to educate themselves as 
to how now-perfected equipment can be applied 
to their operations. Unde) normal conditions, a 
company can expect at least a twelve-month 
lag between a decision to “get the facts’ and 
actual ability to evaluate whether or not elec 
tronics applications are feasible for them. 

In an effort to reduce this time lag, the Systems 
& Procedures Association of America, in Octo 
ber, held a three-day management workshop to 
discuss, in a series of Seminars and general ses- 
sions, “what to do about electronics.” The speak- 
ers constituted what was probably the _ best 


panel of electronics experts eve convened. 


Available in book form 

The entire Proceedings were transcribed and 
will be published, in January, as a deluxe hard- 
bound book. Although more than Electronics 
was covered during the Meeting, approximately 
half of the time was confined to this single sub- 
ject. Here, for example, is the electronics agenda: 
Electronic Accounting Machine Developments—a_ panel 
Approach to the Automatic Office 
Preparing Students for the Automatic Office 
Planning for the Automatic Office—a consultant's viewpoint 
Preparing for Electronic Data-Processing 
Applying Electronic Machines to an Inventory Problem 
Seminar: Orientation in Electronics 
Seminar: Initiating an Electronics Program 
Seminar: Making Use of Present Electronic Equipment 
Seminar: Inventory Mechanization 


Only 3500 copies of this book, WORKSHOP 
FOR MANAGEMENT, will be printed. Of 
these, 2100 are being distributed to attendees at 
the Meeting and members of the SPA. 

The remaining copies will be sold for $19.00 
on a first-come, first-served basis. The book is 
offered with a money-back guarantee. You will 
be billed after you have received the book. 

To order, write on your company letterhead 
or use the postage-paid Order Card bound in 
this issue of MANAGEMENT METHODs Magazine. 
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The new Weber Tab-On Stencil is prepared 
automatically with the typing of the in- 
voice or bill of lading. 


Speeds up | 
Addressing 
of 


Shipments. 


With the Weber Tab-On Stencil and hand 
printers you can address labels, tags or 
containers at a rate of 50 per minute. 





Yes, here’s a faster, more economical way to address 
containers for shipment with the amazing new Weber 
Tab-On stencils. Eliminates delay . . . when shipping 
paper work is made out stencil isautomatically prepared 
in same typing. Then just clip stencil to Weber hand 
printer and you’re ready to address labels, tags or con- 
tainers . . . addresses 50 per minute . . . 7500 without 
re-inking. Saves typing time, eliminates errors. It’s low 
cost, too... less than 2c to prepare a stencil including 
labor and material. 




















' another-------- " 
a formation on 
1 ne Infor il ! 
-On-Stenc 

i the Weber Tab ener ; 
1! | 
i systemi 
i - i} 
1 Name .. [See Te ee as ! 
Firm__ = = 
Title__ = 
I I 
1} Address Seen ca pica T! i 
i 

l | State 
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Ford R. Larrabee 


President 
Cincinnati Industries, Inc. 


Mr. Larrabee became President 
of Cincinnati Industries, Inc., in 
March of this year. He joined the 
company in 1941 and after a period 
as Office Manager became Factory 
Manager in 1946. He was elected 
to the Board of Directors in 1947 
and became Vice-President in 
Charge of Manufacturing in 1948. 
He presents a first-hand account of 
the nine incentive plans in effect 
at his company. The plans range 
from those covering production and 
maintenance personnel in the plant 
through supervisory, office, and 
technical employees to sales execu- 
tives. Such comprehensive coverage 
is particularly interesting as there 
are less than 300 workers involved. 

This article is adapted from a 
paper delivered before the Systems 
* Procedures Association Meeting, 
and will appear in the forthcoming 
Book of Proceedings, WORKSHOP 
FOR MANAGEMENT See op- 
posite page (A Fast Start on Elec 


tronics) tor more details. 
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A report to top management: 


veryone Is on incentive 


PLANT PRODUCTIO 


MAINTEN 


FOREMEN 


ee \ Ve have nine incen- 
tive plans and employ a relatively small 
number of employees—less than three 
hundred. I would like to sketch briefly 
the events which led us to our present 
position, tell you something of the de- 
tailed workings of the plans, the results 
obtained, and some _ conclusions of 
mine on the subject generally. 

To help you place the locale of our 
incentive plans, I should explain that 
Cincinnati Industries, Inc., is a paper 
converting manufacturing plant. As 
such, we have rather heavy and fairly 
complicated creping equipment, 
manned by machine crews. This is our 
basic or heavy equipment. In addition, 
we have a range of so-called secondary 
machines, likewise manned by crews, 
which include such things as cutters, 
rewinders, printing presses, embossers, 
power balers, and the like. Finally, we 
have bag fabricating production lines, 
individual power sewing equipment, 
inspection operations, etc. In our plant 
we employ both men and women and 
we have fully-machine paced, semi- 
machine paced, and a variety of so- 
called hand-paced operations. 

Our organizational setup provides 
four main divisions. First, Sales: re- 
sponsible for selling our regular prod- 
ucts and for Advertising and Promo- 
tion; second, Research and Develop- 
ment: responsible for discovering new 
products and new end uses, and the 
work attendant thereto both in our 
own laboratory and in the field; third, 
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CLERICAL FORCE 


Financial: responsible for cost and gen- 
eral accounting, payrolls, order enter- 
ing and billing, and other necessary 
office services; and fourth, Production: 
responsible for producing the orders we 
receive and for the functions of Engi- 
neering, Purchasing, Personnel, ‘Time 
Study, Scheduling, and Quality Con- 
trol. The heads of these divisions report 
to the President. This is the framework 
into which our incentive plans fit. 


Our first incentive plan 


The first plan used by the company 
was installed in 1929, and was applied 
to production workers in the shop. It 
has been in continuous existence since 
that time, and was improved and ex- 
panded from time to time, although 
the basic principles have remained un- 
changed. This plan was followed by 
one applied to foremen, using a sum- 
mary of the results of employees under 
them as a measurement. This plan has 
at times trod a rocky path; once it was 
discarded, but has in the past few years 
bloomed into full-fledged permanency. 

From now on, I’m in the period of 
years commencing in 1946, up to the 
present. The success of the Foreman 
Plan early in this period was such that 
we began to wonder whether other de- 
partment heads in the Manufacturing 
Division could be grouped under some 
type of measurement. 
heads in the Financial Division were 
included, and the plan started. Then 
things really began to happen! 


Department 


SALES 


EXECUTIVES 


We began to discuss the possibility 
of a top executive incentive plan and 
found the proper approach appeared to 
be an overhaul of our costing system 
in order to get proper controls and 
measurements for such a plan. This 
was accomplished, and a plan started, 
along with a plan for the selling organ- 
ization. This brought us to the point 
where there were only three groups of 
any numerical consequence not cov- 
ered—the clerical force, the laboratory 
and sample room employees, and the 
maintenance gang; and they did not 
remain in this position for long. The 
addition of a plan for material waste 
control brings the count up to nine: 
Plant Production workers, Mainte- 
nance, Foremen, Department Heads, 
Clerical Force, Sample and Laboratory 
employees, Material Waste control, 
Sales, and Executives. 

Just to keep the record straight, I 
admit to a slightly false connotation in 
saying everyone is on incentive. Three 
janitors, one janitress and a_ stock- 
room man reduce me from 100% to 
99-44 / 100%. 

I have named nine plans for you 
quite quickly, but I know you must 
appreciate the substantial amount of 
time, thought, and money that went 
into their creation. I would be leaving 
an impression of intelligence that does 
not exist, if I did not tell you we have 
been guided and assisted throughout 
this whole program by Dyer Engineers, 
Inc., of Cleveland; and, should all or 
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of labels are mounted in Filmsort 
Aperture cards, coded and punched for 
electric accounting machine sorting. 
For reference, the Department of 
Agriculture uses portable desk-top 
Filmsort Inspector viewers. 


Department of Agriculture 
The Meat Inspection Branch of the 
U.S. Department of Agriculture main- 
tains an active Filmsort file of over 
250,000 meat labels used throughout 
the United States. Microfilmed copies 





Jones and Lamson... Jones & 
Lamson Machine Company, large 
Eastern manufacturers of machine 
tools, are using over 120,000 Filmsort 
Aperture cards for engineering draw- 
ings. Microfilmed drawings are mounted 


in 314 x 5” file cards with pertinent 
information recorded on the face of 
the card. The Filmsort Surveyor with 
its 24 x 36” screen and automatic vari- 
able magnification is ideal for reference 
to engineering drawings. 





Inter County Title Company 
One of the largest title companies in 
the United States, Inter County Title 
Guaranty and Mortgage Company, is 
now using close to 500,000 Filmsort 
Jacket cards for housing microfilmed 


bases, the documents necessary to the 
issuance of a title insurance policy. 
Inter County offices use the desk model 
Filmsort Inspector reader, designed for 
use in ordinary office light, for refer- 
ence to their microfilm files. 


USE FILMSORT FOR YOUR VITAL RECORDS 
Progressive management everywhere is 
turning to Filmsort as a system of records 
handling. The combination of microfilm 
with established card filing methods offers 
adaptability, economy and increased ef- 
ficiency. Filmsort tailors a system to fit 
the individual need. Let us tell you how 
the Filmsort system of unitized microfilm 
can work for you. Cily State 


% 
— F: msort."'"'°" 
® 


DIVISION OF DEXTER FOLDER COMPANY 





For free booklet “New Horizons with Microfilm” write: 


FILMSORT DIVISION, Dexter Folder Company 
Department D, Pearl River, New York 


Name 
Firm Name 


Address 
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any part of our program be of sufficient 
interest for installation in your own 
companies, I sincerely feel the assist- 
ance of a reputable management engi- 
neering firm will be an expense you 
will come to look upon as a sound in 


vestment as the years go by. 


How the plans work 


Now, something of the detail of the 
plans, to give you at least an idea of 
their workings; and in so doing, I 
would like to point up the manner in 
which the various measurements accu- 
mulate to accomplish top executive 
control and thus effective management. 

First, some preliminary definitions: 
The basic measurement in the plant is 
a unit of work which we refer to as a 
Dyer Unit. It results from Time Study, 
and is a properly coded and relaxed 
man-minute of work. Sixty units made 
per hour is standard and is the basis 
for costing. If an employee earns 80 
units in an hour, he is said to have 
earned an 80-unit hour and is paid fon 
80 minutes of work. There are no 
limitations on the unit hour an em- 
ployee is allowed to earn, by rule or 
policy—only by top machine speeds 
and quality of product. These units 
are used extensively as a basis of mea- 
surement—incentive plans, costing, 
sales analysis, expenses, etc.—sometimes 
by themselves, but most commonly in 
terms of cost per thousand units. 

Costing is performed on a “normal” 
basis, which is the expected volume in 
terms of units on one hand, and the 
estimated cost of producing the volume 
of units on the other. Production eff- 
ciency is measured against 
which fluctuate with actual unit vol- 
ume, with normal budget being one 
point on the volume line. Whenever 
volume varies from normal, the differ- 
ence between its budget and normal 


budgets 


budget is taken up as volume gain or 
loss. Whenever actual costs vary from 
budget at any actual volume, differ- 
ences are referred to as operating gain 
or loss variance. 


The plant incentive plan 


The first plan we refer to as the 
Plant Incentive Plan. It applies to in- 
dividuals, in the case of single, hand- 
work operations; to groups, in the case 


of production line operations; to ma- 
chine crew groups; and one other cate- 
gory worthy of mention—the Shipping 
and Receiving Crew. In each case the 
duties performed are time studied; a 
60-unit hour basis is established, and 
payoff is on a daily or shift basis. The 
controlling factors are units earned, 
measured against standard, and the 
percent of time worked on incentive. 

To illustrate: if an employee on a 
particular day worked six hours at an 
80-unit hour pace, or at a 14 more 
productive rate than standard; worked 
one hour at a 40-unit hour pace; and 
the remaining hour did not perform 
production work at all, his pay for the 
day would be 8 hours at his regular 
straight time, or job rate, plus premium 
for 100 minutes at the job rate, which 
is the 20 minutes extra earned per hour 
for 6 hours, or 120 minus the 20 min- 
utes less than standard performance 
during the one hour. 

At this point, I would like to offer 
another idea we are currently employ- 
ing, which is not an incentive plan in 
the strict sense of the word, but was 
made possible because of our Plant 
Plan and the measurements pertaining 
thereto. At the time of the first round 
of wage increases, we found ourselves 
in the position of having to grant a 
substantial increase, which we were 
willing to do, provided we had assur- 
ance we would get productivity for it. 
Our negotiations resulted in agreement 
that 11¢ of this increase would be paid 
to producers only for those hours they 
were working on standard, were on 
productive work, and were working at 
or better than a 60-unit hour standard 
pace. You would be surprised at the 
rate at which 
formances disappeared, and the wel- 


less-than-standard _per- 


come pressure put on management to 
issue standards for all productive oper- 
ations. Further, it seems to be a quirk 
of human nature—once people have 
achieved standard pace on a job, they 
move very quickly from that to sub- 
stantially above-standard performance. 


The maintenance incentive plan 


The second plan is our Maintenance 
Incentive Plan. This is a group plan 
participated in by all members of the 
Maintenance and Boiler Room depart- 
ments. It is on a weekly basis and has 


methods 





main- 
tenance to a 
budget for various Dyer Unit volume 


two measuring elements: one, 


labor cost compared 


levels; and the other, which to me is 


quite novel, a machine breakdown 
factor. It works like this, in effect: a 
fund is created, the full amount of 


which is available for distribution as 
bonus to the group, provided within a 
week there are no machine mechanical 
When breakdowns occur, 
this fund is debited at a rate per hour 
with the 
importance of the equipment. ‘These 


breakdowns. 


of breakdown, which varies 
two elements combine to provide a 
percent of base pay bonus for the week. 
Expensive Saturday and Sunday pay is 
less attractive to these men, there is a 
definite interest in preventive main- 
tenance to keep machines from break- 
ing down, and once a_ breakdown 
occurs, there is an all-out effort to get 
operations resumed at the earliest pos- 
sible moment. An extra dividend of 
this plan is the fact that it permits 
paying skilled mechanics, firemen, and 
millwrights more pay (on a measured 
basis) than is possible without extreme 
difhculty 


with an industrial type labor union. 


negotiating when working 


The foreman plan 


We refer to plan three as the Fore- 
man Plan, Actually a larger group is 
the 
Scheduling Manager, Personnel Direc- 


involved, as Factory Manager, 
tor, and Methods Engineers are mea- 


sured by this plan. Each foreman 


builds up bonus credits for himself 
based on the unit hour average of all 
the employees under his supervision, 
and the average percent of time on 
standard in his department. Each su- 
pervisor obtains a further bonus credit 
based on a factory labor cost factor, 
which is stated in terms of the labor 
cost progress made in any week from 
an undesirable toward 
than 
same 


labor expense 


perfection. Participants other 


foremen are measured on the 
factors, but using the all-plant average 
in each case. I have previously stated 
that this plan has endured some hard- 
ships over the years, but in recent years 
this has not been true, and the key to 
its present success has been the educa- 
tion of the participants to a thorough 
This 


theme is another whole subject, but in 


understanding of its workings. 
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my Opinion, no incentive plan is likely 
to succeed unless the participants in it 
are thoroughly and continually edu- 
cated as to its detail and.its potential. 

Fourth, we have our Department 
Head Plan, which is steadily disappear- 
ing. I discuss it here to indicate there 
is not always “sweetness and light” with 
incentive plans, and to illustrate the 
need for constant re-appraisal. ‘This 
plan originally included heads of de- 
partments in the Financial Division 
and the heads of Personnel, Schedul- 
ing, Time Study, and Purchasing in the 
Manufacturing Division. Measurement 
was, and is, on the basis of volume of 
units produced in the plant, and their 
contribution to this volume is not too 
clear cut. We felt originally that they 
could do things such as hiring efficient 
workers, efficient arranging of orders, 
prompt and = accurate entering of 
orders, purchase of quality raw mate- 
that 
plant efhciency and assist a larger vol- 


rials, etc., would raise general 


ume of units produced. ‘Today, only 
the Time Study man and the Purchas- 
ing Agent remain on this plan. As I 
mentioned with plan three, other De- 
partment 
have 


Heads in Manufacturing 
shifted to the Foreman 
Plan. Department Heads in the Finan- 
cial Division are measured by a sum- 
mary of the Clerical Force Plan. 


been 


The clerical workers plan 


Next, is the Clerical Workers Plan, 
and the one many people _ believed 
couldn’t be done. In this plan are the 
payroll clerks, stenographers, secretar- 
ies, bookkeepers, the nurse, and clerical 
employees in general. ‘This is a month- 
ly plan and is on a percent of salary 
basis. To encourage cooperation be- 
tween departments, the same percent 
applies to all participants. There are 
three basic elements of measurement. 
The first is 
standards which were set by historical 


units earned against 
analysis rather than by the stop watch. 
Some of these are: units for each sten- 
cil typed, each cylinder transcribed, 
each check written, each order entered, 
each invoice rendered, each employee’s 
pay computed, etc, There naturally 
were some jobs that could not be stand- 
ardized, such as secretaries, and these 
employees are granted a constant num- 
ber of units for a substantial portion, 








King Cotton says: 


“LESS WORK 


with 


BETTER RESULTS 


in keeping your records?® 


No MAN can do good work with poor tools, and 
this is surely true of business forms of all kinds. The 
least expensive part of keeping adequate records 
is the paper and card they're on. Anyone who 
works on paper needs in it these qualities: smooth 
writing surface, low light reflectance, no smudging 
or running of ink, uniformity from piece to piece, 
erasability, long wear and toughness that can come 
only in paper made with new, long, strong cotton 
fibers. 

In these days of government supervision and 
inspection of record-keeping, literally thousands 
of records must be kept permanently. They'll take 
the wear and tear, and stand up for the years only 
if they're on long-lasting, hard-wearing cotton 
fiber paper or card. 

Parsons offers nine different qualities and types 
of ledger paper and index-bristol, and they'll 
handle any record-keeping job you need on paper. 
They’re in a wide variety of sizes, so what you 
need will cut economically. Their many colors offer 
the economy and convenience of color-control. 
Many weights and strengths provide just what you 
need for each record job. 


FREE, HELPFUL BOOKLET 


Do you know how long various types of records 
should be kept? Would you like to know how to 
organize a basic records program and what quality 
of paper should be used for various types of rec- 
ords, depending on how much use they get and 
how long they should be kept? This booklet also 
tells how to buy forms economically. Send for your 
free copy today. 
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PARSONS PAPER COMPANY 1 

DEPARTMENT 3S HOLYOKE, MASSACHUSETTS * 

Please mail me, without cost or obligation, your new booklet on records a 

systems and retention and getting the right paper or card for various H 

kinds of records. It’s called “How to Get What You Need in Record- 1 

Keeping Papers and Index Cards”’. H 
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Executive Jones (above) is ever alert 
to the terrible possibility of fire. His 
company has invested heavily in 
sprinkler systems, fire extinguishers, 
insurance. 

It is ironical that executive Jones 
(could he be you?) has taken few 
precautions against two things far 
more probable, 3 to 5 times more 
destructive than fire. These are cash 
disbursement losses and inventory 
losses, which together account for 
80%, to 90% of fraud losses today. 

Cash disbursement losses occur 
through either accidental or fraudu- 
lent repayment of invoices. They can 
be prevented by Cummins invoice 
canceling system, which virtually 
eliminates duplicate payments and 
insures that a business gets every- 
thing it pays for. 

Inventory losses occur through 
careless or fraudulent handling of 
company order forms. They can be 
prevented by Cummins automatic 


Ci 






OMmmimns 


numbering system, which insures that 
a business gets paid for everything 
it ships. 

You owe it to your business, your 
employes and your stockholders to 
guard against these two major losses 
just as you guard against the lesser 
danger of fire. If you would like to 
have a Cummins representative ex- 
plain in detail how these systems 
work, and show you how, at the same 
time, you reduce your accounting 
costs, mail the coupon below. 


Cummins Automatic Num- 
bering Perforator numbers 
a order sets consecutively 
with holes you can read, 
gives absolute control over 
all business transactions. 





Cummins Invoice Cancel- 
ing Perforator cancels in- 
voices, supporting papers 
with holes you can read, 
virtually eliminates dupli- 
cate payment of invoices. 





BUSINESS AND BANKS e SINCE 1887 





CUMMINS BUSINESS MACHINES 
Division of Cummins-Chicago Corp. 


Cummins Dept. MM-124, 
Business 
Machines 
sales and 
service Name 


offices in 
principal cities. 


City 
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[] Invoice Canceling 


Name of Business 


4740 N. Ravenswood Ave., Chicago 40, Ill. 


Please send me full information on Cummins 


[.] Automatic Numbering 


Address of Business 


State_ 
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but not all, of their time worked. In 
the time not allowed, their incentive 
is to help out on other jobs where units 
can be earned. 

Ihe second measurement is a bonus 
unit affair for completing control re- 
ports, such as financial statements, 
operating reports, and the like, at times 
earlier than the scheduled ones. For 
example, I receive each week a control 
report on labor cost in the plant for 
the previous week. If I get this on Fri- 
day, there are no bonus units; on 
Thursday, a modest number; and on 
back to Monday, where the reward is 
handsome; and I have gained the dis- 
tinct advantage of being notified within 
hours of danger points that require 
prompt attention. Lastly, to control 
the salary expense of the group, the 
total time worked completes the list of 
measuring elements. 

Very similar to the clerical plan, is 
the one for Laboratory and Sample 
Room employees. It differs only from 
the stand»voint of jobs performed, 
which are such things as samples pre- 
pared and mailed, control tests, etc. 


Controlling waste by incentive 

Plan seven is aimed at the goal of 
controlling the overusage or waste of 
raw materials. Participants in this plan 
(and here you will note some duplica- 
tion of personnel) are the Foremen, the 
Factory Manager, Plant Engineers, and 
the heads of Time Study and Purchas- 
ing. For a five-year period prior to the 
start of this plan, an analysis was made 
as to the percent of materials actually 
shipped out in process form versus 
actual usage. As paper is our basic raw 
material unit, values for it were se- 
lected and all other materials related 
to it after consideration of their rela- 
tive quantity of usage and value. Cal- 
culations and considerations, a little 
too involved for discussion here, gave 
us tables of unit values for each mate- 
rial, and for the participant, they were 
priced on a percent of salary basis. 


The sales incentive plan 

Fighth is the Sales Incentive Plan. 
This plan is concerned with all home 
office employees of the Sales Division, 
and many of those in branch offices. 
The three measuring elements are 
markup, overhead dollars sold, and 


sales expense. I mentioned earlier that 
costing is performed on a normal basis, 
as to volume and expenses. Our Manu- 
facturing Division, in effect, sells to the 
Sales Division at this normal cost. The 
difference between that cost and selling 
price is referred to as markup. What 
we are interested in is dollars of mark- 
up, rather than percent—both percent 
and volume produce this. The second 
element is fixed overhead expense in 
our costs that become absorbed only 
through sales. The expense factor con- 
cerns those items budgeted against 
Sales, such as salaries, travel expense, 
and the like. It is difficult to know 
how much of the detail of this or any 
of the other plans to give you. I do 
want you to know I shall be happy to 
explore more fully any in which you 
have particular interest if you will get 
in touch with me. 


The executive incentive plan 


Lastly, and by no means the least, in 
terms of my personal interest, is the 
Executive Plan. In detail, this plan is 
actually made up of all the measuring 
elements I have mentioned for the 
other eight, plus control of manufac- 
turing, fixed overheads, and admin- 
istrative expenses, that are not included 
in the other measurements. This plan 
'y participated in by the top executives, 
om a share of the bonus pool created 
basis. As all of the measuring elements 
are consolidated into P & L and sub 
sidiary operating statements, the mea 
surements in simplest form become 
profit or loss from operations and 
markup. 

So much for a sparse smattering of 
the details of the nine plans. As we hur- 
ried through it, the impression may 
have been created that they are un- 
related, in that they do not point to 
some single objective. They are, in my 
opinion, directed toward the production 
of business at a profit, with just rewards 
for those assisting in the accomplish- 
ment of that goal, without injuring the 
creation of sufficient funds for payment 
of dividends and purchase of new and 
replacement tools with which to per- 
form an expanding business job. 

Please do not be misguided by the 
statement I just made. These incentive 
plans are not a profit sharing affair. 
The profits or losses of the company 
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have nothing to do with ability to earn 
bonus under any of the plans, except 
the one pertaining to the top executive 
level. One way of looking at the efforts 
of a company is to say it is endeavor- 
ing to lower its costs, obtain a satisfac- 
tory spread between cost and selling 
price, and promote greater sales vol- 
ume, to the end that it will have money 
left to operate, grow, and pay its own- 
ers. When all incentive “teams” are 
earning bonus dollars, there is control 
that promotes profits or reduces losses. 

If you were to look at a chart which 
listed all of the various measuring ele- 
ments down the left-hand side, and all 
the incentive plans across the top, and 
a check mark placed wherever an ele- 
ment was applicable to a plan, you 
would find that each element appears 
in from two to six of the plans, and 
each plan has from two up in all of 
them. An Executive Head of Manu- 
facturing has interest in all plans and 
elements, because he participates in the 
Executive Plan, but his specific con- 
tribution is the administration of the 
Manufacturing Division. The more 
successful the plans in that division, 
the better are his over-all results; and 
it is not too difficult to get the depart- 
ments and «personnel under his juris- 
diction to help him, when by so doing, 
they help themselves. 

Now, as to results a little more spe- 
cifically: first, you may be interested 
in the payoff to the participants, and 
secondly, to some actual result experi- 
ences. Producers in the plant consist- 
ently earn from 25°% to 30% of their 
wages in bonuses. The Maintenance 
Plan, while still growing, has already 
reached 30%. Foremen earn from 40% 
to 50%, Clerical 25%, and so the story 
goes throughout. I admit that all this 
adds up to a terrific bonus or premium 
bill to the company, but we do not 
begrudge a dollar of it, and here’s why: 

One of the headaches of business 
during the post World War II period 
has been a lack of increased productiv- 
ity in a wage spiral cycle. We, for ex- 
ample, compared our wage level in 
1946 to the level in 1940, and found it 
had gone up about 45% (and I should 


say only about 45%), whereas our labor 


( 
costs in terms of productivity had gone 
up over three times as much, or 151%. 


By 1949, wages had risen to 115% vs. 
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Copying 


KODAK 
VERIFAX 
f , PRINTER 


only $2.40 







This completely different machine 
gives you 3 photo-exact copies in 
1 minute for less than 4¢ each. 


Thousands of companies report their 
savings quickly pay for it—often in a 
month. You'll find it indispensable, too. 

1. When you need a copy of a docu- 
ment in a hurry. 

2. When routing a letter will take too 
much time. 

3. When you can answer a letter with 
a notation in margin. 

4. When an incoming letter calls for 
immediate action by several people. 

5. When you need extra copies of an 
invoice or other incoming record. 

6. When you do not wish to release 
an original document from your file. 

7. When you cannot get enough read- 
able carbons in one typing. 

8. When you forget to ask for carbons. 

9. When you need more copies than 
you anticipated. 

10. When copies of original work 
sheets are suitable for distribution. 

11. When you need copies of sketches, 
news items, etc. 

12. When an original is confidential. 

13. When a central copying service 
cannot give you fast enough service. 

14. When you want to end costly re- 
tvping, proofreading on any job. 

Free demonstration in your 
office. No obligation. 


—— MAIL COUPON TODAY—— 


Eastman Kodak Company 
Industrial Photographic Div. 
Rochester 4, N. Y. 


Gentlemen: Please send free booklet 
and names of near-by dealers. 
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Name 





Company 





Address 





I as 


Prices quoted are subject to 
change without notice. 
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1940, but the cost of productivity had 
gone down to an 88% increase. The 
correction of the situation during the 
period without labor strife was in a 
large measure effectuated via the incen- 
tive plan tool. Here are some figures 
that were a direct contribution of the 
Plant and Foreman Incentive Plans. In 
1949, we had a very slightly higher unit 
volume than in 1946, but the total 
plant hours worked to produce it were 
59%, less. Lost time was only 14% of 
the 1946 figure, and inefficient produc- 
tion dropped to practically zero. ‘These 
plans, with their attendant control 
analyses, have pointed up and put out 
the unnecessary roustabouts, pseudo- 
mechanics, stand-in-one-place shipping 
and receiving personnel, and the sleep- 
in-a-corner broom pushers; all classes 
of employees with whom neither busi- 
ness nor progressive employees can 
have much hope for the future. 

There are many more examples that 
help make the story: the way in which 
office people, who formerly attended to 
nothing but their own work, now seek 
to help others; and how they actually 
resist increasing the personnel, by 
offering to split up work; the very sub- 
stantial reductions in material waste 
percents that have been effected; the 
reduced labor turnover; the way the 
sales personnel promptly advise that 
costs are out of line in terms of obtain- 
able selling prices; and many more spe- 
cific things. What’s it all worth? We 
sincerely feel it’s worth the time and 
expense of administration and a sum 
of premium and bonus money that in 
a year’s time achieves a figure we would 
consider a very nice profit—and we 
have not been doing business for fun! 

Briefly, in conclusion, the success of 
incentive plans—certainly ours—is de- 
pendent on at least these things: an 
initially sound plan, resulting from 
considerable thought and counsel, and 
one that is not a gratuity, but pays off 
for results; initial and continuing edu- 
cation of the participants; an adequate 
and complete set of control and result 
reports for top management and for 
participants in each plan. 

With a sound cost system, incentives 
will “go far” to keep it controlled and 
improving. As you’ve probably guessed 
by now, I believe they’ll do more than 
just “go far.” m/m 








For all men in big jobs and big men 
in all jobs, Sturgis has designed a 
luxurious new chair that combines 
preocee and comfort in maharaja- 
ike proportions. This is a chair for 
big decisions, maturely arrived at by 
men who have arrived. 


Steel springs are topped generously, 
even profligately, with foam rubber 
to cradle a man’s body in ease and 
security. The back, of noble dimen- 
sions, and the seat, tapering gently 
from front to rear, are like an em- 
brace. You won’t rest till you sit in 
this chair! 


In luxurious combinations of leather 
or elastic versilan with fine fabrics. 
Swiveling on either the exclusive 
Sturgis fiber glass base or the fa- 
mous Sturgis streamlined metal base. 
A guest chair to match. 





POSTURE CHAIRS 


Manufactured in Sturgis, Mich. and Charleston, S.C. 
The Sturgis Posture Chair Company, Sturgis, Michigan 


THE STURGIS POSTURE CHAIR COMPANY 
General Sales Offices, 154 E. Erie St., Chicago 11, Illinois 


We'd like a copy of your illustrated 
folder describing this and other chairs. 


Name 





Firm Name 





Address 





City State 
(Circle 736 for more information) 
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no carbons! 


...1in Hano stock 
inter-office correspond- 
ence forms on NCR Paper 


Write it for the record ... no 
carbons required. Made in 
popular 8!/,” x 7” triplicate 
style, this Hano Stock Form for 
hand or typewritten records, 
stops errors. Try this new car- 
bonless form now. $16.50 per 
carton (800 complete sets on 
NCR —no carbon required— Paper). 


Hano Stock Tab Forms on NCR 
Paper eliminate time-consuming 
de-interleaving. All Hano Custom 
Forms can be “tailor made" for 


you on NCR Paper. 


Write for samples. 
© 







There's a Hano Dealer 
or Hano Salesman 
ready to serve you. 


General and Sales Offices: HOLYOKE, MASSACHUSETTS 
Warehouse and Branch Plant: MT. OLIVE, ILLINOIS 








Extra people on payroll 





s 
@ Potes 


incompleted items 
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excessive inventories 




















too much overtime 


COST 
the CAUSES 
CURE 


the COST 


\ popular management misconcep 
tion holds that absenteeism among 
hourly workers doesn’t cost anything. 
For example, one of our executives 
suggested recently that while we had 
no real “control” over salaried workers, 
he had ‘automatic controls” on the 
hourly workers, since they didn’t get 
paid if they didn’t come in. 

It’s not true that the absenteeism 
doesn’t cost the company anything. 
One must face the fact that when the 
hourly worker is absent, the company 
has identifiable losses: 

i. Ex<tta people on the payroll to take 
the place of those absent. 

2. Idle machinery and unused invest- 
ment when workers unexpectedly fail 
to come to work. 

3. Disrupted schedules with inconveni 
enced customers. 

!. Higher inventory caused by delay in 
shipment. 

5. Spoilage from substitute workers 
having to do jobs for which they were 
not trained. 

6. Overtime premiums paid to make 
up for lost time. 


Our absenteeism, from all causes, the 
first nine months of this year, will av- 
erage a little under 4°%. For our billion 
dollar payroll, our employees will not 
take home approximately forty million 
dollars in pay that they would have 
taken home had they not been absent. 
This is determined by hours not 
worked that were planned to be 
worked. It is estimated that for every 
dollar our employees fail to take home, 
it costs us one or two dollars extra! 


y 


by Louis E. Newman 


Manager of Health & Safety Services 
General Electric Company 


‘absenteeism 


Take an average case 


Instead of using a large company, 
suppose we consider a plant with 300 
employees. Such a plant would have 
an annual payroll of approximately 


a million dollars a year, so 5% absen- 


A 
teeism would mean a loss of approxi- 
mately fifty thousand dollars to the 
employees and between fifty and one 
hundred thousand dollars to the com- 
pany. Not all of this can be saved, but 
some can—enough to much more than 
pay for the effort. Naturally, the an- 
swer is a positive approach to the re- 
duction of absenteeism. 


the CAUSES 


One study showed that absenteeism 
can be broadly classified as: 


Industrial accident or disease 
less than |0°%, 
Respiratery infections, cold, grip, etc. _ 
45% 
All other causes, including personal busi- 


ness, death in the family, etc. 
45% 

The Survey Research Center of the 
University of Michigan reported in a 
study for Detroit Edison Company: 
(a) Regardless of the kind of worker, 
the treatment accorded him will raise 
or lower his rate of absenteeism. 
(b) Doubt is cast that responsible em- 
ployees come to work regularly and 
irresponsible ones do not. 
(c) Absences among both white collat 
and blue collar workers are primarily 
related to supervision, work associates, 


job status, and satisfaction.” 


methods 


So it seems that the big area for re- 
ducing absenteeism lies within the con- 
trol of the employee’s own supervisor. 

Concerning the factors that affect ab- 
senteeism, it can be said: 
Absenteeism gets worse 


with the winter months 
~—with a higher proportion of female 
employees 
with high levels of employment 
with prosperous working conditions 
with conflicts in the work group 


Absenteeism improves 


with good supervision 

with adequate controls 

with interesting work 

with high “‘sense of participation” of 
each employee 


the CURE 


Here are three things that can be 


done to control absenteeism that are 
effective and low in cost: 

1. Measure absenteeism, and classify 
it by foremen. In order for manage- 
ment to be able to applaud a good 
job and criticize a bad job, yardsticks 
of attendance must be set up. One of 
the best of these is a report issued 
monthly, or quarterly, comparing the 
within 


each foreman’s work group with that 


male and female absenteeism 
of each of the other groups. Copies of 
the report should be sent to every fore- 
man so they can see how they compare 
with each other. 

When such a report is started, you 
may find some revealing facts. Even 
though the plant absenteeism averages, 


( 


4, it will include foremen who 


have had groups running under 2% 


say, 5 


(over a period of years), and perhaps 
at least one group that has been run- 
ning over 15°% (also over a period of 
years). This may be because nobody 
cared attendance—at 
least not enough to pat the foreman 


about regular 
on the back for a good job of getting 
his people to come to work. When the 
report is issued for the first time, fore- 
men with poor absenteeism reports are 
likely to question management about 
their responsibility for their workers 
and offer valid excuses for their men. 

Remarks made by the foremen usual- 
ly emphasize the fact that they are not 
risk thei 
men by being critical of their attend- 


going to disfavor among 
ance unless they are forced to it. They 
don’t know how to answer replies like, 
“Who's kicking—I’m_ the 


doesn’t get paid!” So it becomes im- 


guy who 
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portant to get to the next step in ab- 
senteeism control. 
2. Teach the foreman how to en- 
courage good attendance within his 
work group. One of the most effec- 
tive things the foreman can do to en- 
courage his employees to come to work 
regularly is to tell them “they are 
missed” as soon as they return from 
an absence. They should learn to greet 
the returning absentee with factual re- 
marks like, “When you were out yes- 
terday, your machine stood idle all day 
long,” or, “John did your work yester- 
day and it was so new to him that he 
spoiled a lot of pieces. As a result we’ll 
be late in shipment. We missed you.” 
In other words, the emphasis should 
be put on the fact that the employee 
was missed, that he was needed on his 
job, rather than probing for an excuse 
that often uncovers only a good “cock 
and bull” story. 
3. Hold 
for the regular, on time, attendance 
of his employees, Getting people to 
come to work regularly is a personal 
thing best handled by the employee’s 
own boss. Foremen are normally held 


the foreman accountable 


accountable for control of cost, main- 
tenance of quality, and adherence to 
production schedules. Regular, on- 
time, attendance of each employee is 
essential to carry these responsibilities. 
is different for 
different conditions. With today’s eco- 


Par for absenteeism 


nomic conditions, par for female ab- 
senteeism is probably slightly over 3% 
—and slightly less than 3°% for males. 
But many companies are running 50% 
or more “over par” so they can expect 
substantial dollar savings from effective 
absenteeism controls. m/m 


“worth 


Paper stock pile: 
A. Shiff, 
of the National Records Management 


According to 


Robert Executive Director 
Council, the current paper work sit 


uation threatens to become even 
remedial 
The 


million clerical workers each produce 


more serious if steps are 


not taken at once. nation’s 8 
at least 5,000 pieces of paper every 
year, adding to an already unwieldy 


The 


work force has grown 64° in 


accumulation. nation’s clerical 


less 


than 15 years and this increase will 


mean more paper than ever before. 


repeating” 


- mas om f 
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4 These modern steel 
, wardrobe racks keep wraps 
aired, dry and ‘“‘in press’. 
End crowding of coats and 
hats in damp lockers or cabi- 
nets. Save floor space too— 
provide ventilated hat space, 
coat hanger (spaced apart 
from all others), built-in um- 
brella stand and overshoe 
shelf for 3 persons ay sq. ft. 
4 ft. No. 3-U rack (above) 
accommodates 12; No. S-6 
costumer (right) accommo- 
dates 6. Single or double 
(back-to-back) units in 
lengths to fit any available 
space.Strongly welded, heavy 
gauge furniture steel; baked 
enamel finish— modern office 
colors. Standard in offices, 
factories, schools, churches, 
clubs, restaurants and insti- 
tutions. 


Write for Bulletin OV-22 
VOGEL-PETERSON CO. 


“The Coat Rack People” 
1121 W. 37th ST. ° CHICAGO 9, ILL 


(Circle 747 for more information) 


No. S-6 
for private or 
small office 













forFLUID MAPS, CHARTS, 
DIAGRAMS, DISPLAYS, 
SCHEMATICS, PRODUCTION, 
INVENTORY and SALES Controls 


PERFRAME~—a< perforated pan- 


el in a wooden frame is suitable 
for wall mounting or stand. Stand- 
ard 4’ by 4 in diagram green, 
.079” holes on 14” centers for 
colored pins, tapes, symbols, inks, 
enamels, etc. Stock Accessories. 













Write for Details 


POWER DISPATCHERS EQUIP. CO. 


P.O. BOX 1947A, MILWAUKEE 1, WIS. 


(Circle 745 for more information) 





- YOU NEED THESE WASH FIXTURES 


No faucets to touch—no chance of 
spreading serious infections. With 
Bradley Duo-Washfountain, a spray- 
head serves clean, running water 
with foot-control of the tempered 
water supply. 

Two can wash simultaneously, so 
that savings are made in piping con- 
nections, installation, and water 
consumption. 

Let us mail Bulletin K-958. Write 
today. BRADLEY WASHFOUN- 
TAIN CO., 2311 W. Michigan St., 
Milwaukee 1, Wis. 


Distributed through Plumbing Wholesalers 


AT RIGHT: 
Typical 
installation in 
women's 
washroom. 


AT LEFT: 
Duo-Wash- 











fountain in 
men’s 
washroom. 

















(Circle 742 for mere information) 











BUSINESS FORMS 


HAVE Secrla? 


if you WANT CONFIDENTIAL informa- 
tion omitted from certain pages of your 
business forms, use the modern, effi- 
cient, foolproof method: 


CARBON 
PAPER 





By a special American Lithofold 
process desensitized areas (“Secret 
Spots’’) effectively prevent entries 
from carrying through, regardless 
of pressure. Many advantages over 
block-outs, cut-outs, carbon spots 
and other previous methods! 

@ Provides positive, accurate deletion of 
desired information 

@ Applied anywhere on the carbon paper 
—in spots of any number, size and 
shape 

@ Can be varied for each part of the 
form 

@ Does not deface or soil the form 

@ Leaves open areas available for 
printed instructions, advertising, 
records. etc. 


Available on: 
LITHOSTRIP marginally punched, 
continuously interleaved forms 


LITHOSET one-time carbon sets 






TODAY for full details and 
FREE SAMPLE SET 


AmeriCan 


ak tofold. Codi 


500 BITTNER ST ST. LOUIS 15, MO 
(Circle 703 for more information) 
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9:30-6:30 PM 
Tape cartridges were rushed 


every seven minutes to the 
central transcription pool. 


The meeting ended at 6:30 PM. 
The published proceedings 


were distributed at 8:30 PM. 


7:00 PM 


Tapes were transcribed di- 
rectly to mimeograph sten- 
cils by electric typewriters. 


CEE Probably every com- 
pany that holds an intensive, one-day 
sales meeting or convention has some 
concern about the actual total amount 
of “learning” any participant can as- 
similate. A person can take just so 
many notes and remember just so 
many speeches. The problem facing a 
company holding such a meeting is 
how to make the effect of the various 
discussions, panels, and seminars a last- 
ing one for the attendees. 

Just such a situation faced the Sales 
Executives Club of Chicago when they 
recently sponsored the Chicago Sales 
Management Conference. A number of 
prominent speakers were scheduled to 
lead discussions on many of the vari- 








7:30 PM 


Directly from mimeograph 
machines, 35,000 sheets were 
assembled in rapid order. 


ous phases of sales and marketing. 

The Sales Executives Club felt that 
the impact of the meeting would be 
most telling if the members could 
carry away copies of all the proceed- 
ings that had taken place that day. 
Thus, they could refresh their 
memories from the printed manuscripts 
while all of the material was still fresh 
in their minds. 

They organized a system utilizing 
general office machines that would pro- 
duce a printed, bound volume of the 
whole day’s proceedings for all mem- 
bers attending the Conference, to be 
distributed at the end of the day. The 
last speaker of the day received his 
copy of the book, which included his 





methods 








8:00 PM 


The binding operation takes 
place just as the members 
are completing their dinner. 


entire speech, less than three hours 
after he had finished talking! 


What machines were used 


Two dictating machines were used 
to record all the activities. Every seven 
minutes, tape cartridges were rushed to 
a transcription pool for immediate 
typing. Six girls, using electric type- 
writers, typed the material directly 
onto mimeograph stencils. A total of 
over 35,000 rapidly spoken words com- 
prised the total day’s dictation. Two 
mimeograph machines turned out 
more than 35,000 pages within a few 
hours’ time. Two operators, using two 
automatic collating machines, collated 





8:30 PM 


The last speaker receives his 
copy of the proceedings just 
two hours after his speech. 


over 500 copies of the book without a 
single blur or smudge on any page. At 
this point, three people took over on 
the final assembly and binding opera- 
tion on the transcribed material. 

Using previously printed cardboard 
covers, in less than an hour’s time, 
over 500 copies of the book were 
punched and plastic binders were at- 
tached through them. 

The Conference “broke” for dinner 
after six o'clock, after the last speech 
had been made. At 8:30 P.M. that eve- 
ning, when everyone was ready to go 
home, completely bound copies of the 
published proceedings were distributed 
to every attendee of the meeting on his 
way out. m/m 
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FOR OVER 40 YEARS... 


AMERICA’S MOST USED 
(Circle 718 for more information) 


BOND PAPER 
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Bureau of Ships instruction 
books produced in less time 
at 
co 





lower costs with XeroX® 
pying equipment... 


U.S. Navy XFV-1 
Official U.S. Navy Photograph 


The U.S. Navy XFV-1 is one of the world’s 
most versatile aircraft. Designed for vertical 
take-off, it combines the features of the helicop- 
ter, jet and propeller types. 

Xerography is the world’s most versatile 
copying process. It does in three minutes what 
formerly required hours. It helps speed the 
production of Bureau of Ships Instruction 
Books for the U.S. Navy in the Fourth Naval 
District Publications and Printing Office. 

A report for a 3l-month period indicates a 
saving of over $100,000 a year, using xerogra- 
phy instead of the former slower and costlier 
method. 

Xerography is used by companies of all 
kinds, large and small, in thousands of applica- 
tions copying forms, letters, charts, bulletins, 
sales manuals, engineering drawings, etc., onto 
paper masters for low cost duplicating. Any- 
thing written, typed, printed or drawn can be 
copied onto paper masters by xerography with 
XeroX® copying equipment. 

For use in diazo type machines, translucent 
intermediates can be made from any original 
subject in the same speedy way. 


THE HALOID COMPANY 


54-108X HALOID STREET, ROCHESTER 3, NEW YORK 
BRANCH OFFICES IN PRINCIPAL U.S. CITIES AND TORONTO 


(Circle 717 for more information) 





TROGRAPHY 


cheapest, most versatile way to make masters for 


SOME USERS IN 
DIFFERENT FIELDS 


AUTOMOTIVE 
Ford Motor Company 


BUILDING MATERIALS 


National Gypsum Company 


GOVERNMENT 
Federal, State, City 


INSURANCE 


Hardware Mutuals 


PETROLEUM 
Atlantic Refining Company 


MANUFACTURING 


Wallace Barnes Company 


Write for complete 
report ‘“Xerography 
Speeds the Job for the 
U.S. Navy," also proof 
of performance folders 
showing how xerogra- 


phy is cutting duplicat- 


ing costs for companies 
of all kinds. 





How XEROGRAPHY «~~ 


cuts duplicating costs $100,000 a year 
for U.S. Navy! 


SPEEDS PAPERWORK 
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How the natural business year 


can simplify your fiscal operations 


by Thomas J. Green, C.P.A. 


Chairman, Committee on Natural Business Year 
American Institute of Accountants 


GEES December 31 is an in- 


convenient date, in more ways than 


point. This is called the “natural busi- 
ness year” of the company. 

one, for the closing of a company’s Here are some of the advantages of 
using your natural business year as 
your fiscal year: 


fiscal year. Many businesses are in the 
midst of a busy season. Various reports 
must be prepared for filing with gov- 
ernment The 
auditors are certain to be under the are least busy. 
pressure of other engagements for 2. 
clients who use the calendar year. 
Most companies can choose a fiscal 


~~ 


1. Your inventory can be taken when 


agencies in January. it is lowest and when your employees 
Your balance sheet will show your 
most liquid position—always a help 
in getting bank credit. 

year that has great advantages over the 3. Your income statement will show re- 
calendar year. There is generally an sults of operations during an actual 
rather than 
a mixture of the end of one season and 





annual cycle of activity which ends cycle of your business 
and 


loans from banks are at their lowest 


when’ inventories, receivables, 


the beginning of another. 





Inventories at Close of Month 


Production 


$ * 





Nature of business................- How long in business.............000-: Present fiscal year.............+: 
RN AE MEINE 62 on sede ccckscucssseNephecenes ....+.--Location of principal sources of supply... .......-.---eeeeeeecenees 
DIE INE Go oc ccesceccsptacene . .Exchange ee i eee rr ioe Exchange 

Does company use perpetual inventory system?...... How often is physical inventory taken?.......- 2... eee eee rece ence ceeeee 
Statements prepared by company Se een 








io\' A Kacey hase uckes 12 months ended........ccccccccccccce 
Use made of statements prepared by company. ... PE rr ee Fda vis akg eaee si Cantar s RISE RCRERES SD ORAC OER 
Use made of reports of auditors................ 
Does company use a budget?.......... 
Reports to stockholders: Annually............... Semi-annually............... Quarterly... 


This form is used to obtain information concerning seasonal fluctuations in specific businesses or 
industries, in order to determine whether changes in fiscal years might be of advantage. Naturally, 
information should be obtained for more than one year, in order to furnish a more dependable guide. 


methods 














4. You will have your financial state- 
ments earlier, enabling better plan- 
ning foi the following year. 

5. Your tax returns will show smaller 
amounts for inventories and accounts 
receivable, reducing the area of pos- 
sible dispute with the government. 

6. Your certified public accountants 
will be able to render service to you 
more effectively when they are not in 
the midst of calendar-year auditing. 


How tax regulations affect you 


To gain all the advantages of using 
your natural business year, you will 
want to apply it to your tax returns, 
too. A regulation issued by the Inter- 
nal Revenue Service in 1954 lets you 
do this without advance permission if 
you haven’t changed your tax year in 
the previous five years, if you are 
changing to a fiscal year which ends 
within three months before or after 
the close of your present tax year, and 
provided you meet certain other tech- 
nical requirements. 

State tax authorities will generally 
give permission for a change of fiscal 
year that is given approval by the 
federal government. 

Interim returns must be filed with 
the Internal Revenue Service (and 
with state taxing authorities where 
applicable) for the period from the end 
of the present tax year until the be- 
ginning of the new fiscal year. 


Have you a natural business year? 


Most businesses have an annual cycle 
of activity, but yours may happen to 
remain steady regardless of the seasons. 

You will still probably find advan- 
tages in avoiding the calendar year, 
leaving it to companies which happen 
to have a natural business year cor- 
responding to the calendar year. 
Among other reasons, you will escape 
the general pressure of the year-end 
rush on many of the people you deal 
with, and on your own employees. 
Your certified public accountants can 
best advise you as to a convenient 
fiscal year. 

A free pamphlet, plus a list of sug- 
gested closing dates for various indus- 
tries, is available on request. Simply 
circle number 789 on the Reader Serv- 
ice Card. 
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REYNOLDS & REYNOLDS 
ACCOUNTING 
MACHINE 


SPECIALISTS! 


You bet... it takes a specialist to produce accounting 
machine forms that protect the efficiency of your 
accounting machines, If your present forms do not 
record all the information you desire, if they do not 
register perfectly, if they do not provide perfectly 
legible copies, if you want Precision-made accounting 
machine forms at an attractive price... call in the 


specialist, your Reynolds & Reynolds Representative. 


WRITE TODAY FOR COMPLETE INFORMATION! 


THE REYNOLDS & REYNOLDS COMPANY 


BUSINESS FORMS SINCE 1866 
PLANTS: DAYTON, CELINA, OHIO; DALLAS, TEXAS; LOS ANGELES, CALIF. 
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NEW 
Master Paper for 


irect Copying 
Machines 


eB 





gives you the 
clearest, sharpest 








copies yet! 
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FAGLE-A 
TRANSLUCENT 
BOND 


ideal master paper for Bruning, 
Oxalid, Pease and other direct-print 
machines. With Eagle-A Translucent 
Bond as your original sheet, you can 
get better copying results every time. 
The improved translucency of this 
new master paper gives you cleaner, 
unclouded copies of records and forms. 


High in quality, low in cost! Made of 
selected fibers, Eagle-A Translucent 
Bond has a smooth surface excellent 
for writing, typing or printing . . . and 
strong durability. You'll want to test 
its quality, compare its low cost. Avail- 
able through Eagle-A distributors. 





‘ea By the makers of Coupon Bond 
and other Eagle-A Business Papers 


APE 
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Clip this coupon to your letterhead 


AMERICAN WRITING PAPER CORPORATION 
HOLYOKE, MASS., DEPT. M 


a mM ie we SS 


Send FREE packet of Eagle-A Translucent Bond 
with printed samples and blank test sheets: 


NAME 
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Thought Starters deal with a "practical solution 


7 


SJ propucrion eet © ater 








Blueprint control system saves 
money, tightens security 


R. C. Winter 

Staff Management Engineer 
Pastushin Aviation Corporation 
Los Angeles, California 


The AiResearch 
Company has approximately 


Manufacturing 
20,000 
blueprints on file which are available 
for use on a loan basis by authorized 
personnel. Daily borrowing averages 
450 prints a day, and at peaks of ac- 
tivity, reach as high as 600. In the past, 
upon issuance of a print, a charge-out 
card bearing the name of the borrower 
was filed in its place. 

Because of the inadequacy of the 
charge-out system, little attempt was 
made to follow up prints which had 
been out for inordinate periods of 
time. In fact, if a print was never re- 
turned, the likelihood of an inquiry 
relative to its return was remote. This 
lack of follow-up encouraged the bor- 
rowers, particularly engineers, to build 
up private files of prints. This practice 
greatly increased the volume of print 
production and concomitant costs. In- 
asmuch as a large proportion of the 
prints are of a classified nature, the 
security control needed wasn’t attained. 

A keysort card was developed which 
is used as a print request as well as a 
control card. This card provides spaces 
for entering the drawing number, esti- 
mated date of return, borrower's badge 
number, and signature of the bor- 
rower. When a print is needed, a re- 
quest card is completed and presented 
to the blueprint control desk. Before 
the print is released, the information 
is checked, and any additional data re- 
quired is added. Cards are accumu- 
lated for processing the following day. 

Each work day, cards covering the is- 
suance of prints on the previous day 
are key-punched with the information 


to a management problem.” 
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PRINT TRANSFER NOTICE 
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wing No. Oe 


lssue No. ee eas Estim ted 
Return Date _ 


fren. from _ Badge No. 


rans. To ome — —— Sadge No. 
(Signature) 











Above, the print control card is used as a request 
form. Below, print transfer notices are prepared 
when prints are passed within organization. 


appearing thereon; i.e., drawing num- 
ber, estimated return date, and em- 
ployee’s number. The estimated return 
date is punched by week for the week 
following the return date indicated on 
the card. After the cards are punched, 
they are sorted by drawing number, 
using the keysort method, and filed in 
control card files. 

On the first day of each week, sort- 
ing needles are thrust through the key- 
sort holes 
week and month. Cards representing 
prints not returned by the estimated 


representing the current 


date of return drop out. 

A form reminder, which lists past 
due prints, is sent to each person who 
is delinquent. If a print is needed for a 
longer period, an extension is granted, 
as it is not intended to inhibit the use 
of prints, but to ensure their return 
when no longer needed. When an ex- 
tension is granted, the holes in the card 
are closed by correction stickers, a new 
date punched, and the card refiled. 

Each time an extension of the bor- 
rowing period is granted, the extension 
is recorded on the card in a space so 
provided. When the number of exten- 
sions exceeds four, a representative of 
the blueprint section calls on the bor- 
rower and checks the print. This pro- 
cedure is carried out in order to ascer- 
tain whether the extensions were legiti- 
mate or a dodge for a lost print. 

When prints are returned to file, the 





The Editor invites contributions—paid for at our normal space rates. 


related control cards are removed from 
the files and destroyed. In those cases 
where prints are passed from one per- 
son to another for extended use, a 
Print ‘Transfer is prepared and _for- 
warded to the blueprint control sec- 
tion. A control card is made for the 
new holder; the original is destroyed. 

When it is decided that a print is 
definitely lost, a lost print report is 
submitted by the borrower to the blue- 
print section. It is reviewed there and 
forwarded to the Administrative En- 
gineer recommending proper action. 

If it is necessary to know what prints 
are held by a borrower, because of em- 
ployment termination or for some 
other reason, the print control cards 
are ‘‘needled” for the employee’s badge 
number. The cards that fall out indi- 
cate the prints to be returned. 

Every effort has been made to make 
it easy to return prints. One simple de- 
vice used is the placement of locked 
print deposit boxes in convenient loca- 
tions throughout the Engineering De- 

As a result of this system, the volume 
of re-runs of established prints has 
partment and plant. The impetus this 
practice has given to the timely re- 
turn of prints has been surprising. 
fallen off markedly and considerable 
savings have been realized. Instances 
where all copies of a particular print 
are out of file and time is lost while an 
expediter canvasses holders of the print 
for the return thereof, or while waiting 
for a re-run of the print, have been re- 
duced to a minimum. A tight security 
control of prints is now maintained 
which was not possible before. 
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Unit predicts behavior of new 
equipment before installation 


An electronic testing system, recently 
developed by the Minneapolis-Honey- 


methods 
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(Advertisement) 
well Regulator Company, saves them 


up to 60% of the research time in- 
volved when re-designing a process. 
The system was developed by the 
firm’s Industrial Division engineers ° 
because of the need for a faster saethiod An ‘employee not on the payroll 
of equipment analysis. With this sys- 
tem, the effect of the addition of new made | operation replace 3 
equipment to an industrial operation 


an be estimated without actually test- 
ee ee ee: eee Bias A MAN FROM THE MOORE ORGANIZATION STEPPED IN 


AND HELPED A GUN MANUFACTURER IMPROVE TOTAL 


installing it. 
In operation, the servo analyzer, as 








it is called, puts a control or a. group EFFICIENCY AND DID SUCH A WORKMANLIKE JOB HE WAS 
é ; Si ag 
of controls through their paces to PRACTICALLY AN ‘EMPLOYER’ NOT ON THE PAYROLL 
check the over-all behavior. It auto- 
matically translates the behavior char- A Wis ; ne ee 
ae ae ; [HE CASE OF THE JAMMED OPERATIONS. This proved carbon, then filled out. A third writing completed an invoice. 
acteristics of the equipment to a chart eee " Ri 29 ‘ ; ; 
pad again a system that drags its feet does a lot of damage to It was hard to trace inquiries. Carbon stuffing took time. 
record. The analyzer can complete and ih : ey ; = as : 
one. ‘tami? basic operations. When a gun or rifle was taken in for repair, With no prenumbered system, control was lacking. The 
record an entire test in eight minutes. ie om ; oe . : your 
TI , F many separate writings took place. A post card acknowl- system, involving many operations, was a case of waste 
1e syst sasures the frequency ' 
ee ene ands edged receipt. A 3-part Repair Order was stuffed with motion causing commotion. And then... 


response characteristics of such equip- 


ment as servo-mechanisms, piping, and be 











control instruments. It can also be used 
for analogue tests and in development 


Part 1 is shipping label 
It has 2 spaces for addressee—1 for “SHIP 
TO,” the other for “SOLD TO” (in case 
they're different). A Moore Label Cutter 
cuts off the portion used 


1 typing sets up records 


Dou ble- Ba rreled | when a gun comes in for repairs. Prenum- 


bering of the forms gives constant control 


For more information, circle numbe : Contro! over repair merchandise 
798 on the Reader Service Card. : te : 


akon throughout its stay. 





of precision controls, refineries, or jet 
engine components. 
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Order — 4-part 


Speediset 
Purchase form serves as wows 
ee e : Uses strip 
advertising project control coed carton 


Charles Levi 
Rugby Knitting Mills, Inc. 
Buffalo, New York 





ee en Part 5 is a post card The bottom is a work tag The invoice is Part 2 
companies is always a problem, espe- It tells customer merchandise has been It’s detached from the top of Part 5, then It can be extended at original 
cially as most people given the respon- received. Strip coated carbon is used so attached to the merchandise as a constant , typing because charges for all 
sibility are not advertising experts. I that only the “SOLD TO” address types identification and work order tag as the repairs are uniform. Part 3 
recently devised a dual-purpose form through on the post card. gun makes the rounds for repair. (Accounting) and Part 4 (Pack- 


which serves as an advertising purchase ing slip) complete control of all 


order, and also acts as a control for operations in 1 writing. 
advertising projects we undertake. 
A major problem was the growth of 
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Strip 
most small projects from a very limited Ye Coated 
: Er ea . Carbon 
budget to one far beyond the original <a 
expectations, because every detail was > 
not considered when the original pur- —_—_ 
chase order was placed. 
Our new form indicates a place fon 
noting approval at the various stages Savings and Gains: One writing does the work of 3 pre- Moore man handy when a situation—as in this case—calls 
in the growth of each advertising proj- vious writings. There’s ironclad control, with carbon stuffing for creative handling. Call him when you think he might 
ect. This is important because there a thing of the past. The system handles new work load in be of help. Meanwhile, ask the Moore organization to send 
can then be no question as to when 50° of clerical time the old method took. This was another samples of improved efficiency in your field. 
the proper approvals were secured. case where a man knowing forms and systems both, gave a Write Moore Business Forms, Inc., at Niagara 
It also enables the advertising pur- tough problem a real solution. Many companies find the Falls, N. Y., Denton, Tex. or Emeryville, Calif. 
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Don't fool yourself 
about LIFO 


As a method of accounting, we 
have no quarrel with LIFO, at all. 


But as protection against busi- 
ness losses due to price changes- 
that’s something else again. 

As the U. S. Tax Court found in 
a recent decision involving Fulton 
Bag and Cotton Mills— 

“The so-called LIFO method is 
merely an accounting proce- 
dure employed in computing the 
value of the closing inventory 
of a taxpayer for tax purposes 
... the LIFO method is no 
guarantee against the hazards 
of business, and the use thereof 
does not, in and of itself, insure 
the user against the realization 
of an actual gain or loss. This 
is true, whether or not a con- 
stant level of inventory is main- 
tained.” 

The whole case, of course, is 
particularly interesting because 
the Treasury Department’s conten- 
tion had been that Fulton Bag and 
Cotton Mills didn’t take any in- 
ventory risks, or have to worry 
about hedging, because it used the 
LIFO method of accounting. But, 
as the judge found, LIFO alone is 
no substitute when it comes to 
protecting operating profit. 

If you haven't been hedging 
your own inventories... 

If you’ve been relying on LIFO 
alone... 

Then we think you should ex- 
plore the best methods of using 
the futures markets to protect 
your business against loss. 


And if you don’t know just how 
to begin, we'll be happy to mail 
you a copy of our brand new 
booklet “How To Hedge Com- 
modities”—a 64-page guide to the 
basic principles of hedging that 
everyone should apply. 

There’s no charge, of course. 


Simply address a card or letter 


to— 
Mr. H. B. ANDERSON 
Department MT-108 


MERRILL LYNCH, 
PIERCE, FENNER & BEANE 


70 Pine Street, New York 5, N. Y. 
Offices in 106 Cities 
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RUGBY KNITTING MILLS, @ 1h 
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plicating department for photocopy- 
ing. Sufficient copies are made for all 
of the engineers concerned, Photo- 


copies are usually in their hands 
within 24 hours of the receipt of the 
publication by the engineering depart- 
ment. The original material is filed. If 
the original is lost, other copies can be 


made from a photocopy. 
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How to frighten workers 
into a safety program 








To drive home the important mes- 


sage of safety to its millworkers, safety 
engineers of the Colorado Fuel and 
Iron Corporation, Pueblo, Colorado, 
have introduced ‘Mr. Bones,” a skele- 
ton that symbolizes the thousands of 
persons that annually fall victim to 
needless plant accidents. 

The safety 
phasize the disaster of lost-time acci- 


campaign doesn’t em- 
dents alone, but is directed against all 
accidents, no matter how minor. Based 
on the theory that a reduction in minor 
accidents will naturally reduce __lost- 
time injuries, a dramatic reduction in 
accidents has been effected. 

Each month, every foreman is given 
a supply of small cards carrying the 














establish the cost of the 


that 
there is very little deviation from the 





chaser to 
project beforehand, and to see 


established prices. 

The purchasing order is comprised 
of five copies. The original is signed by 
the purchaser and goes to the supplier 
with a copy, two copies are retained 
by the purchaser, and another is signed 
by the supplier and returned. 
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Copies of technical articles 
reproduced by photocopying 


Albert Beckman, Engineer 
CBS-Columbia 
New York, New York 


One of the most vital links in CBS- 
Columbia’s chain of communications is 
its engineering department. Photocopy 
equipment is used extensively by this 
department to pertinent 
technical literature gleaned from the 
trade press, the journals of the en- 


reproduce 


gineering societies and other publica- 
tions, so that it can be given the widest 
and quickest distribution to all its 
engineering personnel, thereby keep- 
ing them as up-to-date as possible. De- 
sign data, nomographs, short cuts, and 
similar editorial material, in many in- 
stances, can be immediately applied. 
Technical publications are system- 
atically scanned by the engineering de- 
partment. Articles of potential value 
are noted, referred to a ‘“‘committee” 
for approval and then sent to the du- 










Try the Scribe 
fora week 
in your own office 
without obligation 


Announcing 2 more firsts! 


1, The Amazing Miracle-Mike 


Offering complete remote control of 
the SCRIBE from the microphone. 


2. Unbreakable Lifetime Magnetic Tape 


Hi-Fidelity Sound recording tape 
guaranteed unconditionally. 


PLUS Freedom from Background Noise 
No Belts, Discs or Cylinders to Buy 
Error-Free Dictation 
Try the SCRIBE without obligation 
for a week in your own office. 


SALES AND SERVICE FROM COAST TO COAST 


Dictation Magic 


at your fingertips 


Scribe 


America's first 
magnetic tape 


dictation system 


SCRIBE CORP., 5022 W. Madison Street 
Chicago 44, Illinois 
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IN PHOTOCOPYING YOU WANT 
v ECONOMY 
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skeleton’s newest safety «message, to per- WHIZ «& Y SI | p} 
sonally pass out to the men on the job. POY) 2 

In addition each month, safety super- CHA 

visors guide “Mr. Bones” on a tour of AN RAN 

various departments, dramatically il- WR. yY 

lustrating ways in which workers need- SY 4 


lessly invite accidents. For example, he 
may ride on a crane hook, smoke a 





cigarette near inflammable mixtures . , ™ | 
and gases, jump to the electrical are © FE, 2 ” A 
‘ 7 
of a fuse box, hitch a ride on a fork with Memingtor. EQUIPMENT, Irs ASSURED! 
truck, stand under a loaded electric 


magnet, and in other ways endanger 










the life he no longer has, while posing a cry 





el Nos. G10.3 
for dangerous practice photos. These ‘bs get the most out of photocopying, AE al 
photographs are used in company it is important to choose equipment to te ry — 
house organs and posted on bulletin fit your particular needs. The complete a 
boards. They are changed monthly to Remington Rand photocopying line 
keep the message alive. offers a wide choice of printing and proc- 


essing units, each offering specific fea- 
tures and advantages. You may choose 
VA 


# PAYROLL \ thought @ between a single, combined unit or sep- — 
ey 





arate exposing and printing machines 
...a rotary printer or flat-bed printer 








TRANSCOPY. Mod- 








thie 7eY Wi , - el Nos. GS & G6 — 

Addressing machine 2-1 hichev er will perform best for you. Sharp, clear prints 

doubl h . Remington Rand photocopy equip- ag Ra thas 

oubles as check signer ment is precision engineered for simple, onne. SG Gee 

Edmond W. McNamara fast and trouble-free operation. Com- ens 

H ‘ ; TAQl yr . + U- 

‘ i ue on Supervisor pact and lightweight, they require no PLEX. Model Nos. 

an : ste ‘ = — A com- 

He}¥-G Bridgeport, Connecticut darkroom ... plug into standard elec Sinstion retery 

B trical outlets. Any convenient desk or po he gg A 

ecause of the emphasis on internal ‘ ’ , are: act, accurate, 

- . table top serves as a work area. tet SM lA 
control, many companies think of check throats. 


signing as a task that requires a single- 
purpose office machine. Because check 


signing is usually a spasmodic opera- EXCLUSIVE! New... Colored Transcopy Paper 72. a , y /7 " 


tion, some companies do ‘ 

| a ee tone NOW...you can process Room 2214, 315 Fourth Ave., New York 10, N. Y. 
Transcopy prints on blue, 
green, yellow, buff, pink or 


eeee eeeceeoeveeveeneeeeee2300200202802028080 8080808868 


invest in a special machine which will Phenne sno-thut E has talibameeala 
be run only a few hours weckly. Rotoflo Printer (P385) : 
white paper . . . alternately Transcopy Processor — Portagraph Printer (P334) 
or consecutively, without Transcopy Duplex (P344) 

changing solutions. Colored Colored Transcopy Papers 


Transcopy Papers are 


Our payroll checks are written on 
an electric accounting machine, using 
marginally punched paper. We also 








i : i i NAME & TITLE 
have an addressing machine as stand- processed right along with 
: copes pte black on white prints... with 
ard equipment in ou printing room. the same speed and accu- FIRM 
For these reasons, we chose a forms racy. Unlimited advantages 
eedi i i Th; oeat t identificatio 
feeding device to sign our checks. This ee re ADDRESS 





through color. 





device is a motor-driven attachment CITY STATE 





Which feeds marginally punched con- 
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Burroughs ACHIEVES CONSTANT EFFICIENCY 


OF OFFICE LAYOUTS WITH Chace Control 





A complete Mills interior —full-height partitions, railings and continuous convector enclosures. 


You can easily rearrange 
Mills Movable Walls to fit 


your changing space needs 
— quickly and economically 


MILLS 


(Circle 


24 














® Burroughs Corporation has provided for future as well as 


present efficiency in the use of space in its new Research 
Center in Paoli, Pa. The walls which form the interiors 
are Mills Walls —as attractive and distinctive as they 
are efficient. When space requirements change, these 
walls can be rearranged to fit new layouts in a matter 
of hours without interrupting normal routine. Fully 
insulated and soundproofed, Mills Walls are available 
in any color desired, in baked-on enamel finishes which 


require no maintenance except occasional w ashing. 


METAL WALLS 


For the complete, new 68-page catalog of Mills Movable Walls write: 
THE MILLS COMPANY « 988 Wayside Road « Cleveland 10, Ohio 


726 for more information) 








tinuous checks (or other forms) 
through the addressing printing unit. 
The signature, impressed on the check 
with a metal plate, is of high quality. 
The device feeds the checks mechan- 
ically at the rate of 100 per minute. 
It spaces and imprints the signature to 
suit our needs. 

Besides signing checks, this device 
makes our addressing equipment much 
more versatile. The device can be 
quickly installed on removed, and form 
widths and lengths can be changed, 
all without the use of tools. It will ac- 
commodate any standard form size up 
to 1914” in width. Therefore, it is a 
“natural” for doing such jobs as ad- 
dressing W-2- Forms, Withholding 
Statements, Forms 941 Tax Returns, 
and Payroll Register pages. All of these 
can be run mechanically, once the ma- 
chine is set up. This frees the operator 
for other simultaneous tasks, such as 
running offset printing equipment or 
spirit duplicators, which are situated in 
the same room. 

To satisfy control requirements in 
our check signing operation, we put 
the signature plate in the custody of a 
supervisory accountant. We established 
simple procedures which require a nu- 
merical accounting for all checks issued 
and run through the accounting ma- 
chine when the checks are written. 
When the addressing machine is set up, 
the supervisory accountant is notified. 
He gives the signature plate to an oper- 
ator. She then secures the previously 
accounted for checks from the Payroll 
Department in a continuous strip, the 
way they came off the accounting ma- 
chine. This continuous strip is fed 
into the addressing machine and the 
checks signed, in one continuous auto- 
matic operation. The signature plate 
and the checks are returned to the 
supervisory accountant, who verifies 
the first and last number on the strip 
of checks. This count is later recon- 
ciled to a separate envelope count after 
the checks have been stuffed, prior to 
their distribution. 

We feel that we now have much 
more useful equipment. We get our 
check signing job done more economic- 
ally and more efficiently, and _ satisfy 
the need for control on payroll checks. 

For more information, circle number 
799 on the Reader Service Card. 
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THE MANAGEMENT METHODS 
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center 
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... men and machines 
don’t work in a vacuum. 
Though you may saturate 
your Work Stations with 
skilled workers and 
modern tools, they can pro- 
duce efficiently only when 
‘community’ factors like 
traffic control, and ade- 
quate lighting, and proper 
communications — and 
even creature comforts— 


are properly integrated.” 


“inte prated ot fice 
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best place to work award| honorable mention 








By providing parking space under an 
elevated building, Millstone Construction 
Company provides a weather- 

proof entrance. 








Although the sub-contractor's area is 
actually a work space, every effort 
has been made to give it a pleasant, 
comfortable atmosphere. 





For conferences, sliding doors, which 
disappear into niches, provide a 
large open area in the executive suite. 





solution to 


“special situation" 


Millstone Construction 
Company 


DESIGNERS 
Richard C. Hafner 
and 
Richard M. Singer 
of the Millstone staff 





An elevated building 
was the solution devised by staff de- 
signers for the problem of providing 
adequate parking space for a new 
building that was to be situated on a 
site of limited area. Parking space was 
provided underneath the building 
without the expense of an underground 
garage. Pipe columns (six inches), 
spaced at 22-foot intervals, support the 
building and provide ample room for 
the maneuvering of automobiles. Col- 
umns are painted beige so that they 
are easily visible against the black top 
paving. Traffic flow is facilitated by 
providing access to the parking area at 
both ends of the building. Automobiles 
and their occupants are protected from 
the weather in this covered area, which 
accommodates 18 automobiles. 

The building is unique in that there 
is no “front” entrance in the usual 
sense. The entrance is a glass-enclosed 
lower lobby which is entered directly 
from the parking area. Terrazzo stairs, 
with open risers, provide central access 
to the office level. 


Designed with users in mind 

The over-all objective in planning 
for this office was to achieve a func- 
tional and efficient space for the best 
performance of business operations. 

A construction company is usually a 
physically “dirty” business because of 
the heavy traffic of sub-contractors, job 
foremen, and building supply men. 
Iherefore, the designers paid particu- 
lar attention to providing the best of 
facilities for the “supporting” forces of 
the firm—a group often neglected in- 
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More than likely your problem is a 
little more down to earth than this lit- 
tle fellow’s, but it still deals with space 
. . . office space to be exact. With in- 
creased personnel and rising oflice 
space costs, you re ready to take to 
the roof. But don’t do it! Merely 
apply the simple principles of G/W 
TECHNIPLAN Modular Office Equip- 
ment and your problems will be 
solved quickly and economically. 
You can see TECHNIPLAN demon- 
strated at your GLOBE-WERNICKE 
Dealer. He’s listed in the “Yellow 
Pages” of your phone book under 
“Office Equipment”. Or write us direct 
for complete catalog. Dept. M-124 


a 


GLOBE-WERNICKE 


Ci, 


Engineering Specialists in 
Office Equipment, Systems 
and Visible Records 





GLOBE-WERNICKE TECHNIPLAN is 
the original modular office equipment. 
It applies modern principles of design 
and engineering to the problem of 
your particular office layout. 
TECHNIPLAN allows you to utilize 
to the maximum a given amount of 
space, at the same time increasing per- 
sonnel comfort and efliciency. There 
are hundreds of combinations and va- 
riations available. 


Cincinnati 12, Ohio 


(Circle 714 for more information) 
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solar as facilities are concerned. ‘This 
trafhe control and planning, at the 
same time, assured good housekeeping. 

Another example of their practical 
human relations approach was the care 
ful environmental control given to the 
Estimating Department the group 
that can make or break a company as 
far as profits are concerned. 

A complete kitchen has been pro 
vided here so that employees may bring 
their lunch, prepare coffee or other 
drinks, soup, etc. ‘The equipment in- 
cludes range, sink, refrigerator, dish- 
washer, and garbage disposal, so that 
complete meals can be prepared on any 
particular occasion as desired. m/m 


Portrait photos at 


business 














At LOOK Magazine, portrait photos, arranged alphabetically, are used for identification purposes. 


a 


can be used decoratively and, at the 


photographs 


same time, perform a job in the busi- 
ness world. Not only can a group of 
portraits become an integral part of 
the interior design, but can serve to 
educate and inform as well. 

For example, well-labeled and well- 
lighted photographs in a_ reception 
room or showroom can familiarize a 
stranger with the face of the man he is 
to see. This use of portraits is vividly 
illustrated by the Shaw-Walker recep- 
tion room. A portrait often helps when 
you visit a company “cold” and wish 


that you knew whether Mr. Jones is 42 
or 60 plus, the outdoors type with 
whom you can talk fishing, or the direct 
sort of man with whom you should get 
right down to brass tacks. In using 
photographs as a public relations tool 
of this type, it is wise to keep the dis- 
play simple, choosing a wall area 
where the gallery will be effective with- 
out being overpowering. 

A similar use of photographs for 
identification by visitors has been used 
in the offices of LOOK Magazine. 
There, passport-size photographs are 
arranged alphabetically in a_ slide-in 

(page 28, please) 
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THE MAN 
C. C. Pound, President 


THE COMPANY 
Kraft Foods Company 


THE DESIGNER 


Dorothy Kallio 
Office Equipment 
Company of Chicag 


MR. POUND’S LARGE OFFICE is approxi- 
mately 30’ by 18’. Like most top 
management men, in addition to 
“desk space,” he required facilities 
for seating six to eight visitors at in- 
formal conferences and meetings. 
With this in mind, the designe 
utilized the long, narrow space to 
isolate the conference and work sta- 
tion elements. 

The President’s desk is in a central 
location, but close to the door. The 
cove ceiling lighting is brighter in 
this area than it is in the conversa- 
tional group of furniture at the fai 


Z Hi Wi ba | j Mises blastn ‘ 


where they work 


THE OFFICES OF SUCGESSFUL MEN 


end of the room. Mr. Pound’s L- 
shaped desk is in two sections: the 
conventional desk, with standard 
drawer arrangement, plus an 
auxiliary sliding door cabinet at his 
left which houses telephones, dictat- 
ing machines, etc. 

The decor and color of the room 
is subdued: soft green carpeting, 
warm grey leather chairs around the 
desk, grey velvet draperies, and sec- 
tional sofas in a rust textured mate- 
rial. One wall is paneled, two walls 
have draw and casement draperies, 
and the other wall is painted in a 


Hand- 


paintings 


medium grey-green shade. 
somely framed original 
decorate the walls. 

The office is an outstanding ex- 
ample of a straightforward solution 
to housing a top management man 
without leaning on custom furniture 
or major structural alterations. m/m 
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INTRODUCES... 


A New) Way of Life’ 


IN THE OFFICE 





Privacy is the key to “a new way of life in the 
office”! The dignity of individuals is maintained by 
privacy. Their value on the job is enhanced 
by privacy ... and this new and better way of 
life in the office can be achieved easily and 
economically with Arnot-Jamestown modular 


PARTITION-ettes* and OFFICE-ettest 


Separate, private work areas can be created 
with free-standing PARTITION-ettes just as 
easily as one moves desks, tables and chairs. 

No special labor, no floor drilling, anchoring to 
walls or ceilings are required. Arnot desks 

and work tables can be arranged to fit any space 
or personnel requirement. 


Private OFFICE-ettes for executives, supervisory 
employees, secretaries; conference rooms, file 
rooms and reception areas can be set up in 
minutes. With the Arnot system, the luxury of 
privacy, flexibility, comfort and convenience are 
gained throughout . .. adding up to “ a new 

way of life in the office”! 

Ask for a demonstration of the Arnot system at your 
office furniture dealer or write for information. 


“Arnot: 


© 1M. Reg., Pot Pendinc 
Ot licensed under DuPont Potent 





AETNA STEEL PRODUCTS CORPORATION 
Jamestown, New York reewers 


ferret atiag 


(Circle 702 for more information) 









ARNOT- JAMESTOWN DIVISION 7¥ 
at 


PRODUCERS OF: The new Aro? 
Partition-ettes Arnot Functwnal Offies 
Furniture. Haspital and (Laboratery 
Equipment. Under Counter Bank 
Equipment. Aetna Steel Doors and 
Frames, Kav Bearings Boyle Metal 
Office Partitions (Aetnawall) 
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New 
PA RC OA System 


Operates Parking Lots 
Automatically 


WITHOUT ATTENDANTS 


STOP 
PARKING 
HEADACHES 















Here’s the practical solution to today’s parking problems, as already 
proved in actual service at hospitals, schools and other institutions, 
municipalities, industrial plants— wherever private parking facilities 
must be maintained. 

The amazing new PARCOA system does the job safely, economi- 
cally and dependably—without attendants. A simple electrical 
mechanism controls entrance and exit gates, actuated by card-keys* 
issued only to authorized holders. 

PARCOA equipment is low in first cost. Easy to install. Requires 
minimum maintenance. No attendants needed. No help problem. 
Pays for itself through savings. Coded card-keys can be changed as 
desired. 

Write today for illustrated brochure 
and name of nearest distributor. Tech- 
nicolor sound film available for private 
showing to your group. 


PARKING CORPORATION OF AMERICA 
Division of Johnson Fare Box Company 
Revenue Collection Specialists Since 1909 


4619 North Ravenswood Avenue, Chicago 40, Illinois 
Sales and Service Offices in Principal Cities listed under BOWSER, Inc. 


*Your choice of controls (coin, 
card or any combination) makes 


this system readily adaptable 
to your requirements. 








(Circle 730 for more information) 

















Binders for Management METHODS 


Single binder price 
is $3.95, postpaid. Or, 
if you have back is- 
sues on hand, save a 
dollar by ordering 
two for only $6.95, 
postpaid. 


Here’s a specially designed bind- 
er that will hold 12 issues of 
Management METHODS with- 
out crowding. Looseleaf, pages 
open flat, with no part of the gut- 
ter of a page hidden from view. Check or money 
The maroon, leather-like hard cover one? — ileal 
allows volumes to be stored ‘Spartan valencia 
a hes sor bookcase. STATIONERS, INC. 


141 East 44th St., New York 17, N. Y. 
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ABOVE: The reception room at Shaw-Walker. 
BELOW: Conference room at U. S. Plywood. 


2a 








rack next to the elevators; everyone 1s 


included from copy boy to editor-in- 
chief. This directory, entitled ‘These 
are the people who produce LOOK,” 
helps new employees to know their co 
workers, and also orients visitors. 

The entire conference room in the 
U.S. Plywood Corporation building 
has been planned for effective display 
of the company’s product and_ for 
maximum flexibility. (Incidentally, 
just as the photographic display can be 
changed for a particular sales confer- 
ence or board of directors meeting, so 
the furniture can be rearranged to ac- 
commodate different types of activities. 
The rectangular tables have light- 
weight brass bases. The tables may be 
joined to form one long conference 
table, rearranged, or separated to serve 
groups of four to six persons.) The 
photographic gallery can be changed 
quickly and easily, to accommodate 
color transparencies of typical U.S. 
Plywood installations, to illustrate 
points to be made at a sales meeting, 
to show industrial photographs of the 
steps in a new process for a technical 
group, or for portraits of associates 
throughout the world as part of an 
employee orientation program. m/m 








revolutionary new method 


puts stencil duplicating 


in the printing class 






| sPRESSION SYSTEM 
G PRINT-LIKE RESULTS! 


The twin-cylinder system of the Gestetner 
sweeps away all the old concepts of stencil 
duplicating. Its reproductions approach 
professional print-shop work in clarity and 
attractiveness. Automatic operation through- 
out eliminates guesswork, speeds up pro- 
duction and steps up quality. 





AUTOMATIC INKING..... 


NO CANS 
NO BRUSHES 


NO PADS 





SIMPLY CLIP THE INK TUBE INTO PLACE 


Your most fastidious office girl will find 
the Gestetner a clean simple operation. 
Dials are set to the ink density and the 
number of copies desired... and... the 
Gestetner does the rest... automatically. 
Color... too... in a dozen different 
hues . . . with changes made in three 
minutes! Yet Gestetner costs no more! 


Gestetner isthe World’s Oldest and Largest 
Manufacturer of Duplicating Equipment 
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| SO'Metesn Avenue OP (arama S| 
| Yonkers 5, New York | 
Please send me Booklet #54. | 
Name 
| Address | 
| Company. | 
City State | 
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(Circle 748 for more information) 
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ETROPOLITAN 


f 
se 


-.. @ carefully planned 
grouping of handsome, modern 
, office furniture . . . styled to 
lend beauty and luxury to your 

office without the sacrifice 

of efficiency. See your 

Imperial dealer or write 

for particulars. 


IMPERIAL DESK COMPANY 





Evansville 7, Indiana 





(Circle 720 for more information) 
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Office manager 
supervises from 
“control booth" 


An innovation in office supervision 
features a glass-enclosed central control 
office, at Libbey-Owens-Ford Glass 
Company’s new offices. Designed by 
Rodgers Associates, the office mana- 
ger’s section, located at the junction 
of two departments, commands a view 
of the entire sales floor and permits one 
man to oversee the entire operation. 

The office manager is in charge of 
personnel, and acts as liaison between 
L-O-F’s district and regional managers. 
In addition to acting for them when 
they are not available, his functions in 
the supervisor’s office include estab- 


lishing office routine to handle orders, 
correspondence, complaints, and _ serv- 
ing as a contact for the department. 





ABOVE: The glass enclosure permits a clear 
view of the secretarial bay. BELOW: The en- 


tire sales area is clearly visible to the supervisor. 


Twelve salesmen’s desks are located 
along the far wall directly in front of 
the enclosure; the secretarial desks are 
grouped 4 to the left and 2 to the right. 

In keeping with the general trend 
toward maximum efficiency, all the 
office furniture is of modular design. 


Scientific office 
planning offers 
efficiency, comfort 


Maximum savings in time, money, 


and wasted space may be effected by 
straightening out the office’s ‘“‘work- 
flow” pattern of records and cor- 
respondence, and the arrangement of 
office equipment. One office planning 
service outlines this through the use of 
a magnetized board which represents 
a scale model office center. 

The board is marked off in 14” 
squares, with each square representing 
one square foot of office space. The 
board shows in simple, graphic terms, 
the importance of proper utilization 
of office furniture, acoustics, illumina- 
tion, color, and layout. 


Model pins, inserted on the board, 
include different designs and sizes of 
desks, chairs, tables, filing cabinets, etc. 
Each is advantageously positioned. 

Ideally, the work-flow follows in a 
straight line. This means fewer delays 
and man-hours lost in trying to locate 
records or correspondence. For ex- 
ample, the work-flow pattern in an 
employment office is its employment 
applications. In a wholesale house, it’s 
the customer’s order. 

For further information on office 
planning, circle number 797 on the 
Reader Service Card. 








New Harris 3 in 1 Solution obsoletes 





“Rub it on... wipe it off!’ That’s all you 
do to process a Harris presensitized photo- 
offset plate. This amazing 3 in 7 Solution 
replaces (1) Desensitizer, (2) Lacquer, and 
(3) Gum. No wonder it cuts processing time 
in half and reduces the possibility of error. 
It’s the biggest advance in platemaking since 
presensitized plates were introduced. 


RUB IT ON... WIPE IT OFF 


First, expose a Harris plate in the conven- 


new 3 in 7 Solution on the plate. Using a 
sponge dampened in water, rub the entire 
surface of the plate thoroughly so that the 
non-printing areas are completely desensi- 
tized and the image area is completely 
developed. Now, wipe the plate dry. That’s 
all! Your plate is ready for the press. 

Be sure you benefit from the savings and 
convenience offered by this new Harris 3 in 
7 Solution. Look how economical it is: 

1 pint (12 per case) $ 2.50 each 
1 quart (12 per case) 4.25 each 
1 gallon (12 per case) 15.00 each 


(Prices slightly higher in Canada) 





tional manner. Then pour a small amount of 


present way of making presensitized plates 


Why not order your first Harris 3 in 7 
Solution from your nearest Harris dealer 
today? Or, mail the coupon for additional 
information. 


Dealer Inquiries Solicited 


HARRIS-SEYBOLD COMPANY 


Harris Division ¢ Seybold Division e Chemical Division 
Special Products Division « C. B. Cottrell & Sons Company 


Macey Company e Harris - Seybold (Canada), Limited 


Harris-Seybold Company, Chemical Division, Dept. L 
5308 Blanche Ave., Cleveland 27, Ohio 


Please send me complete details about the new 
Harris 3 in 1 Solution and about Harris presensitized 
plates. Also, send me the name of my nearest 
dealer. 


MR. 

COMPANY 

STREET 

CITY ZONE STATE 


oP PCOCE RES OS OSE SEEEESEEESESESESOOS 
SOCCER ERE RESO EEO OOOO RO SEEE EEE SEe 


CECE EEE EESEEEEH EEE HOES SEES EOEEEEEESESESEEEEH EEE ESESED 


(Circle 749 for more information) 
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LARGEST RESORT OF ITS KIND 
IN THE WORLD! 














650 Accommodations 
each with private 
terrace. Hotel, Motel, 
Apartments and Villas. 
20 acres of resort 
pleasure from the 
Atlantic to 


Biscayne Bay. 


Aas 
For full color booklet and rates 
See your Travel Agent or Write: 
JOHN M. DUFF, Jr. 
General Manager 


ON THE OCEAN AT 194th STREET, MIAMI BEACH 


(Circle 715 for more information) 
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ihe 


Photo taken at Breck's of Boston 


Home and GuuenGje America’s Oldest Mail Order House 
BRECK 'S Uses The DENOMINATOR! 
Counting and segregating orders for 1080 separate gift items is 


now accomplished faster—more accurately and much more eco- 
nomically—by use of The Denominator! 





Each unit of the six 180-unit machines shown 
above represents a gift item offered in the Breck’s 
Catalog. As orders are received, they are tabulated 
on The Denominator. The total shown on each unit— 
when deducted from the stock-card balance—pro- 
vides running inventory control. 


Compact and simple to operate, The Denominator 
can be made up in as few or as many units as you 
may require. Each unit counts to 9999, 


What's your counting problem? Write Dept. MM-43. 





THE De nominator Compan Y, INC. 


261 BROADWAY, NEW YORK 7, N. Y 


Manufacturers of Tabulating Machines for 40 years 





(Circle 707 for more information) 
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when a hurricane strikes 


mes When a devastating hurricane, 
with winds of 100 miles an hour, struck at high 
tide, two large companies of New Bedford. 
Massachusetts, found themselves temporarily out 
of business. 

Within an hour, time cards, production rec- 
ords, tracings from blueprints, and other records 
were floating in four feet of water. 

At one company, flood waters submerged fil- 
ing cabinets in ten feet of water. 

Two days later, the women workers reported 
to work with flat-irons. All available desks 
on one floor were moved into the finishing 
room, where 32 girls set up a laundry and 
cleaning establishment for the paper work. De- 
tailed tracings, correspondence, production rec- 
crds, and time cards were dried out by flat- 
iron, with each supervisor keeping track of her 
department’s records. 

At the other large company, water was 
pumped out, and the record drying was ac- 
complished at a local laundry which volunteered 
its services. Fortunately, both firms were able to 
save more than 90% of their records. This, 
however, was a result of “luck,” rather than 
one of foresight. 


Preventive actions to protect against loss of records: 


Safes or vaults for important records 
Microfilm copies stored elsewhere 
Accounts receivable insurance 
Records reconstruction insurance 
Business interruption insurance 








N ee NUMBERED —— 
Avitog A 


“THE BEST BUY /(N 


PROPERTY CONTROL TAGS” 
say PURCHASING AGENTS 
Attractive 





“Now, because we know what we have 


° ’ ° aa 
and where we have it, we're a “OUT-FRONT 
efficient use of our equipment. The 
positive check against loss, theft and Property Tags 
unauthorized transfer eliminates un- h 
necessary purchases... helps determine that 
obsolescence of equipment.’ 


wok | 





















(No Screws, Tacks or Tools) 


Lustrous .016” Satin Aluminum “SERIALLY NUM- 
BERED AUTOGRAPHS" are much more durable 
than foil or paper labels . . . more impressive and 
easier to use than conventional ‘‘tags."" Simply 
brush solvent on the adhesive backing and press 
into place with your fingertips. Mount them in 
seconds on both smooth and crackle finish surfaces. 


WRITE TODAY for METALOEAGLT ne 


samples and FREE book- 
MASON CITY, IOWA, U.S.A. 


let, “HOW TO PER- 
FECT PROPERTY CON- 
TROL.” 
(Circle 724 for more information) 





no more 
cold feet with 


Electro Mat - 


workers can now work 


in absolute comfort 


The new low priced ELECTRO MAT throws off 
a gentle warmth that keeps workers healthy, happy 
and comfortable. 14” x 21". portable foot warmer 
is safe and economical . . . consuming less power 
than a 75 Watt light bulb. It is made of high 
quality neoprene rubber. 


ptttention Employers 


Increase the efficiency of your employees and help 
prevent colds which cause absenteeism by equip- 
ping each employee with an Electro Mat. 


ANC) Se OO INS TERT A ARK ae ONES ey ol: oS RR GL MN nett HRD 
IMPORTANT SAVING: If 6 or more Electro 

Mats ordered price is only $5.95 

Please send me: (] Electro Mat at $6.95 each. 

Enclosed is my check [J money order (J 
OO C.O.D. 1 am enclosing $1.00. Will pay 

Onl postman balance of $5.95 plus C.O.D. and 

4 freight charges. 


$ Name 
Street 200 nu 
e City State 


10 Day Money Back Guarantee 
interstate Rubber Products Corp., Dept. 120 


Dealer Inquiries Invited. 908 Avila Street, Los Angeles 12, Calif. 
(Circle 722 for more information) 


Mail check or 
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design 


form 


by A. L. Funke, Auditor 


Barco Manufacturing Company, Barrington, Ill. 


Controlling the move- 
ment of stock has always been a prob- 
lem. We recently put a system to use 
known as the tabulating card register 
system. With this method, source data 
is written directly on a tabulating card 
at the same time a source document is 
written on an autographic register. 

We adopted a new Material Trans- 
fer Ticket for stock control, using this 
system. We make a great number of 
tools and allied industrial equipment, 
and have an unusually wide variety of 
stock to handle. 

A two-part continuous register form 
and a continuous pre-numbered tabu- 
lating make up the Material 
Ticket. The ticket is hand- 
written on a special model tabulating 
card which permits the tab 


card 
Transtei 


registel 
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How fo solve 


a stock control problem 


with a tab card register system 


card ard the two-part form to be writ- 
ten simultaneously. 

Distribution of the parts is: part one 
(whité) is the Stores Department copy; 
part two (blue) goes with the mate- 
rial; part three (tab card) goes to the 
Tabulating Department for punching. 


How the system operates 

the 
stockroom where both rough material 
and finished 


The tickets are prepared in 


component parts are 

When material 
stock moved 
from one department to another, a 
Material Transfer Ticket is written on 
the register. If a stock withdrawal is 
concerned, the employee receiving the 
material signs the ticket. If it involves 
moving rough castings or other mate- 


stored and controlled. 


is withdrawn from or 
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rial from one department to another, 
the foreman signs the ticket. 

Part one of the register form is re- 
tained by the stock room to control in- 
ventories and it then becomes a perma- 
nent Part travels 
with the material. Part three, the tab 
card portion, is held until the end of 
the day when all the day’s cards are 
sent to the Tabulating Department. 

Upon being received by the Tabu- 
lating Department, the tab cards are 
accounted for. The written 
tion is then punched into the card. 


record copy. two 


informa- 


These cards are subsequently used for 
inventory, material cost reports, stock 
status summaries, and other reports. 


Advantages system offers 


Some of the many advantages we 
have found since adopting the new 
system are: 

The source data is written directly 
on the tab card at the original writing 
simultaneously with the source docu- 
ment. This greatly lessens the possibil- 
ity of key punch errors. It also provides 
fast subsequent checks and eliminates 
special files of source documents. 

The matching numbers on the regis- 
ter forms and tabulating cards provide 
positive control. Internal copies for 
transfer of goods are available at once. 

The special features of the registe1 
provide fast, continuous writing. Sharp, 
legible copies, particularly on the tab 
card, are assured. The automatic 
the tab 
within the register makes for ease and 
speed of operation. m/m 


col- 


lating of forms and cards 


New Frigidaire Water Cooler 


Wastes No Money 
While It Waits ! 








Flash-0-Matic Action cools as water flows 


Wastes no water — wastes no electricity. Chills in- 
stantly as water is used. Just a touch of the new 
full-width pedal and this new Frigidaire Cooler 
immediately gives you a uniform stream of water, 
no surging or dying out. Pressure is automatically 
regulated. Choice of stainless steel or porcelain top. 

Other models include hotile-type coolers and a 
special explosion-proof model for industries where 
explosive fumes or mixtures are present. All powered 
by quiet, economical Meter-Miser Compressor war- 
ranted for 5 years. 

Call your Frigidaire Dealer or write: Frigidaire, 
Dayton 1, Ohio. In Canada, Toronto 13, Ontario. 














rigidaire water Coolers 


BUILT AND BACKED BY GENERAL MOTORS 


(Circle 712 for more information) 
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Fast Mail! 


The faster your morning mail is opened 
and distributed, the sooner the day’s work 
can be started by everyone. 
A PB MailOpener will save many precious morning minutes. 
This electric model, for example, opens a whole morning’s mail 
in a jiffy—thin envelopes or fat; any size, any kind. Swiftly, safely trims 
off a hairline edge as fast as you feed it. There’s a PB MailOpener, hand or 
electric, for every office. Ask your nearest Pitney-Bowes office to 
demonstrate. Or write for free illustrated booklet. 
PITNEY-BOWES, INC., 4550 Pacific St., Stamford, Conn. 
Originators of the postage meter, 94 offices in U. S. and Canada 
FREE: Handy chart of Postal Rates with parcel post map and zone finder. 


PITNEY- BOWES 
= MAILOPENER 








©) 





(Circle 732 for more information) 





LEGEND 


Scheduled completion current operation 
y, ©) Present location of order 
7) ) Scheduled finish dote of order 


H ProducTro 


Why look at 100 situations when only two or three need attention? Are you always immersed 
in detail . . . or do you know exactly which orders call for your personal attention each day? 
“Management by Exception” eliminates the impossible job of riding herd on every order. 
It's the cardinal principle of Management by Exception that only the “exceptions to routine, 
plan, or schedule” — the lagging orders — really need top executive attention. 


All Bad Situations Show Up Instantly 


The Wassell PRODUC-TROL Control Board, as used successfully in over 10,000 plants, is 

Management by Exception at its best. One quick glance at PRODUC-TROL shows up each 

lagging order instantly. Bad situations are represented by the “Progress Tape Pegs’ at the 

left, or “danger zone,” of the heavy vertical “Today Line.” These pegs spotlight the exceptions 

to on-schedule production. Only these require -=———— === SS "4 

executive action in Management by Excep- | Wassell Organization Inc. 

tion. Progress Tape Pegs at the right of the | Westport 4, Conn. 

Today Line indicate orders on schedule, still Without obligation I would like brochure 

subject to routine control. ; How to Improve Your Order Control.” 

PRODUC-TROL controls ALL orders — | Name......................... 

Purchase, Engineering, Tooling, Machine | 

Loads, Parts for Assembly. Write today | POSITION Peeeereeccesccsecccesoveccess wast ° 

for the eight-page brochure, “How toIm- | — ae, of oe ‘‘- 

prove Your Order Control.’ os ee are cas cae cas a Gel mn ae OE On cae es Ue eee ee ee wd 
(Circle 744 for more information) 
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NEW PRODUCTS IN THE EDITOR'S MAIL 


Portable storage box protects 
payroll records 


\ new portable payroll box is de 
signed for safekeeping payroll records. 


Sturdily constructed of metal, the unit 





is light in weight, yet is rugged enough 
to protect records trom rough handling 
or frequent transfer. “wo standard sizes 
are available, but they can be furnished 
to customer specifications in other sizes. 
Standard boxes will accommodate sheet 
sizes up to 9% x 11” and 12” x 12”. Units 
are finished in gray with smooth, rounded 
corners and seams, to prevent snagging 


of clothing and marring of desks. 

For more detailed information, write 
to Posting Equipment Corporation, 1026 
Niagara Street, Buffalo, N. Y.; or circle 


number 796 on the Reader Service Card. 


Semi-automatic stapler 
leaves user’s hands free 
A semi-automatic and general-purpose 
Stapler operates at the touch of a finger- 
tip on a conveniently placed trigger. 
The simplified mechanism of this mod- 



















wo USE 
LOOKING, 
OSCAR YOU 
AN'T SEE MY 
PAYCHECA 
THROUGH THIS 


“OUTLOOK” 
ENVELOPE! 














PAYCHECK "OUTLOOK" 
ENVELOPES 


Eliminate Time and Expense of Ad 
dressing, also chances for Errors. 


Paycheck “Outlook” Envelopes are abso- 
lutely opaque. Essential 
when wages are paid by 
check. Nothing shows bin 
the employee’s name. This 
improves personnel rela- 


tions. 


Send for Samples 


and Prices Today 


OUTLOOK ENVELOPE CO., ést.1902 


Originators of “Outlook” Envelopes 
1001 W. Washington Blvd., Chicago 7, IMinoig 











ON THEBOTTOM” 
with ofd-style Filing foldus 


“GLIDE EM AT 
THE TOP "with 


me: Wo 
PE NDAFLEX’ 


HANGING FOLDERS 


Oxford Filing Supply Co., Inc 
88 Clinton Road, Garden City, N. Y. 
Please send free Pendaflex catalog to 


NAME 





STREET 





city 











(Circle 729 for more information) 
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PUTS 
WASTED 
WALL 
SPACE 

WALL-RACK Z 
To Work ™ 
FREES DESK TOPS 


@ Take papers off your crowded desk — and 
put them in this ingenious Wall Rack, within 
easy reach of all. Use in any office to hold 
books or papers frequently referred to. 
Identification labels can be put on bows. 
Invaluable in Mailing Room for assembling 
incoming, outgoing or inter-office mail. Also 
ideal as display for merchandise, or adver- 
tising literature. 

@ All aluminum, Evans WALL RACK fastens 
securely to an otherwise unused wall. Light 
weight, yet durable, holds over 40 Ibs. 
Comes complete with double hanging frame 
and drive nails. 


6-Section size .$11.00 
12-Section size 18.50 


@ Made by Makers of the Famous Evans 
GATHERING RACKS 


See Your Dealer or Write: 


Evans Specialty Co., Inc. 
421 N. Munford St., Richmond 20, Va. 














(Circle 710 for more information) 
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NU-VISE STEEL SIGNALS 
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MAPTACKS 
FOR MAPS AND CHARTS 


2 See your Office Supply Dealer 


feet GEORGE B. GRAFF CO. 
and MAPTACKS 54 Washburn Avenue 

Keep BUSINESS Under Contre! Cambridge 40, Massachusetts 
(Circle 716 for more information) 
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erately-priced stapler is activated by a 
heavy, coiled spring which is cocked by 
depressing the lever. The user can hold 
the objects to be fastened with both hands. 

The cast iron base can be screwed to a 
desk or work table, with the stapling ma- 
chine extending over the edge to facili- 
tate stapling cumbersome objects. 

For further information, write to Pitts- 
burgh Tag Company, Pittsburgh 33, Pa.; 
or circle number 794 on the Reader Serv- 


ice Card. 


st 


Automatic pressure-sensitive tape 
dispenser needs no adjusting 


\ new automatic dispenser for pressure- 
sensitive tape is reported to actually keep 
pace with labeling —operations—includ- 
ing delays and speedups—without — ad- 
justment. The operator merely positions 
the automatic trip mechanism so that it 
rides on one row of labels. The machine 





can feed labels in multiples or singly, as 
fast as the operator removes them. ‘There 
are no extra controls, foot pedals, or 
switches, leaving the operator’s hands free 
to do the labeling job. The machine han 
dles label backings up to 514” wide. 

For more information, write to Arche) 
Label Company, 783 Kohler Street, Los 
Angeles, Calif.; or circle number 786 on 
the Reader Service Card. 


Numbering machine 
for multi-copy forms 


An automatic numbering machine has 
been developed for extra efhciency and 
flexibility for usage with carbon snap 
out forms. It features a hard-rubbei 
impression bed and a rubber base for 
climination of noise and operation ease. 


It has 3/16” Gothic figures, with six 















how to hear the heartbeat 
of your business ... with 


aanrarncela 


world’s only Pocket Recorder 











1. Slip Minifon in your pocket and forget it— 
while it secretly records interviews, conversa- 
tions and entire meetings. 

2. Slip Minifons in your salesmen’s pockets 
and get secret recordings of dealers’ and con- 
sumers’ “off the record” opinions. 

3. Slip Minifons in the pockets of your travel- 


a ing executives — have verbatim field reports 
/ ee mailed to you as letters as soon as they're re- 
minifon corded. Receive them weeks in advance of 
Minifon works on Battery written reports — and free of the errors-of- 
or AC, records up to 21%4 memory which written reports often contain! 
— 4 a time, _— back 4. Use Minifon as a traveling secretary, too! 
Minthen Ghalivests Meaakie “Talk to it” while you drive, fly or play golf. 
or any radio speaker. Re- Hides in your pocket and hears all—has a play- 
cordings are fully controll- back control for your typist, too. 
able, easy to edit or erase, ee . f ? oe 
re-usable — and may be Minifon is the world's highest-precision 


mailed as letters. recorder ... easier to use, easier to 


listen to. Get full facts from Dept. M-M 
Learn how Minifon is used in your —GEISS-AMERICA, Chicago 45, il. 


business or profession. 











EXCLUSIVE REPRESENTATIVE: Geiss-America CHICAGO 45, ILL. 


Dealers and Distributors: A few valuable Franchises available. 
(Circle 743 for more information) 
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on products 
or methods described 
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When you 
think of 
Success... 
think of 
Desk 
Calendars 


When you 
think of 
Desk 
Calendars... 
think of 
SUCCESS 





ON, 
MPLE AND te) 43 INFORMATI 
A 


FOR S 
Y on Today 4 
Clip Coupe LETTERHEAD 





Address... 


I 
| Columbian Art Works, Inc. 2300 West Corneil Street | 
| Department D-7 Milwaukee 9, Wis. | 
| Please send me a sample and complete infor- | 
| mation about the new Calendater. | 
| 
| pee PT eee ee WO a sesc eeaee 
ae Ie os ee a Sitvnchens ° | 
L 
! 

u 





(Circle 705 for move information) 


wheels, and will number consecutively, 
in duplicate, or repeat. : 

witte to Force 
Western Company, 64 White Street, New 
York, N. Y.; 


Reader Service Card. 


lor more information, 


or circle number 795 on the 


Hand-collating operations 
speeded with new trays 

\s many as 6000 sheets an hour can be 
hand-gathered through the use of a new 
unit of specially mounted trays. The lead- 
ing edge of the tray is slanted forward 


with one corner left open, which makes for 





much easier handling of single sheets. This 


method is said to allow even carbon paper 
and tissue to be removed easily. 

For more information, write to Pierce 
Spectalized Equipment Company, 350 Pen- 
insular Avenue, San Mateo, Calif., or circle 
number 780 on the Reader Service Card. 


New employee testing booklet 
outlines aids in selecting employees 


Hiring employees by the trial-and-errot 
method has always proved to be a highly 
costly and unsatisfactory procedure. Find- 
ing the best men for the jobs open and 
the best jobs for the men available is 
vital to efficient operation. 

While psychological tests are useful in 
the selection and placement of employees, 
their function is simply to furnish ad- 
ditional information, not supplant older 
methods. ‘They serve as a further screen- 
ing to determine when applicants lack the 
minimum qualifications for job success. 

The tests discussed are classified into 
five major groups: 1) Intelligence ‘Tests, 
2) Aptitude Tests, 3) Trade, Achievement, 
or Performance ‘Tests, 4) Personality and 
Temperament ‘Tests, and 5) Vocational 
Interest ‘Tests. 

Properly constructed and administered, 
and checked for reliability, these tests can 
failure within 


predict job success or 


known ranges of accuracy. The tests re- 
duce, rather than eliminate, hiring errors. 


Experience shows that if the following 


factors are present, a firm will have suc 
cesstul employment testing programs: 

1. Full understanding of the principles 
dnvolved. 

« 2. Completely trained and competent 
testing administrators. 

! 3. Test validation and provisions for a 
follow-up between the test scores and the 
“success or failure on specific jobs. 

For a free copy of the bulletin, write 
sto National Association of Manufacturers, 
2 East 48th Street, New York, N. Y.: on 
circle: number 793 on the Reader Serv- 


tice Card. 


Telephone mouthpiece hygienized 
by disposable cloth pads 

\ simple wiping with a new disposable 
cloth water, saturated with an active 
germicide, sanitizes and deodorizes — tele- 
phone mouthpieces in a few seconds. Dry- 
ing is not required, as the moisture from 
the pad dries almost instantly. 

For more information, write to General 
Scientific Equipment Company, 27th and 
Huntingdon Streets, Philadelphia, Pa.; or 
circle number 787 on the Reader Service 
Card. 





You Gei Things Done With 
Boardmaster Visual Contro! 








mute teleretettt et i 
oO eeeee ee 





vy Gives Graphic Picture of Your Operations— 
Spotlighted by Color 

yy Facts at a glance—Saves Time, Saves 
Money, Prevents Errors 

vy Simple to operate—Type or Write on 
Cards, Snap in Grooves 

Ye Ideal for Production, Traffic, Inventory, 
Scheduling, Sales, Etc. 

vy Made of Metal. Compact and Attractive. 
Over 50,000 in Use 


Complete price $4g50 including cards 
| | 24-Page BOOKLET NO. M-200 
FREE Without Obligation 


Write for Your Copy Today 


GRAPHIC SYSTEMS 
55 West 42nd Street © New York 36, N. Y. 


(Circle 740 for more information) 











ARE YOU USING 
THE POWER ak? 


bur Tuadlendile 





Why wait for the holiday season for 
company gift giving when I&R jewelry 
awards can sell your company good will 
every month of the year. 

Whether it’s sales achievements, service 
awards, remembrance gifts to dealers or 
friends . . . whatever the occasion, our 
jewelry with your insignia or product re- 
production makes a gift you can be justly 
proud of. Why not write us for further 
information? 


IRONS & RUSSELL COMPANY 


INDUSTRIAL DIVISION 


Exllon Manufacturers Sues 1861 


97 Chestnut Street, Providence, R. I. 
(Circle 741 for more information) 








RECORD 
STORAGE 


a problem? 






Solve it 
with— 


@ Low-Cost 
@ Convenient 
@ Space-savirg 


The only fibre-board 


DRAWER FILE 


that ‘‘builds its own steel 
framework as you stack it’. 





a @ STAX ONSTEEL gives 
you easy-action drawers—quick access to 
records. Each corrugated fibre-board unit 
is complete with factory applied steel 
framework for sturdy support in rear and 
front. Interlock side-by-side and stack 
to the ceiling to save space. Letter size 
illustrated—$4.70 per unit, slightly 
higher south and west. 


CLIP THIS AD TO YOUR LETTERHEAD 
FOR COMPLETE CATALOG AND 
NAME OF YOUR NEAREST DEALER 


BANKERS BOX COMPANY 





720 S. Dearborn Street * Chicago 5, Ill. 
(Circle 704 for more information) 
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PLEASE SEND ME THE ITEMS CHECKED Dec. 1954 


—— “Workshop for Management" at $19.00 and bill me after delivery 
At the end of 10 days, ! will either return the book, or send payment. 


MANAGEMENT METHODS for one year at $5.00 
copies of 1953 THE INTEGRATED OFFICE at $2.00 each 
copies of 1954 THE INTEGRATED OFFICE at $2.00 each 


Payment enclosed Bill me Bill my company 


Company 
Address 


City Zone 
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FIRST CLASS 
PERMIT No. 61639 
(Sec. 34.9, P. L. & R.) 
NEW YORK, N.Y. 


BUSINESS REPLY CARD 


No Postage Stamp Necessary if Mailed in the United States 


3c.-POSTAGE WILL BE PAID BY— 


MANAGEMENT MAGAZINES, INC. 
141 East 44 Street 
NEW YORK 17, NEW YORK 
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Management melt holds announces 













publication of the 2nd issue of 


the integrated office 


a handbook for management on 


office remodeling, relocating, building 














If you have been thinking about remodeling, moving, enlarging your offices, here’s a practical, 
down-to-earth guide that will save you hours of trial and error planning. This year’s issue is crammed 
full of solutions to management’s most pressing problems: 
How to select new quarters How much does it cost to redecorate 
How much does it cost to move How to handle sale and lease-back of property 


How to modernize on a long-term plan How to expand an existing building 








Each of these questions—and this is only a partial table of contents—is written by a recognized expert 
in terms of his experience with well-known firms. Dozens of photographs and plans guide your selec- 


tion to the proper solution to your needs. To order, use the postage-paid order card bound into this issue. 


We'll bill you later. only $2.00 





A FEW COPIES OF THE 1953 ISSUE STILL AVAILABLE 


The 1953 edition of THE INTEGRATED OFFICE covered completely differ- 
ent subject matter. Its general theme was a detailed breakdown of the 
factors involved in office layout and planning. Together, the two issues 
provide a complete “package” for the business concerned with office 
layout, building, furnishing, and renovation. While they last, 1953 copies 
are available at $2.00. Use the special order card bound in this issue of 


MANAGEMENT METHODS. 
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MANAGEMENT MAGAZINES, INC. 
141 E. 44th St., New York 17, N. Yo. 
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4 ght ...with ADDO-X 
Se beight and figures T9h °° 
always Org | 
! 
, Recent laboratory tests show the new ADDO-X’s lightness and she 
ADDO-X is speedier and requires far less minimizes finger travel and’ge 
energy to operate than the four other Figures based-on an 8 houf 
well-known comparable machines on the market. [= j 
All this, plus the exclusive Step-O-Matic ne a Sa r eauted robe Te pee é 
Lever offers calculator performance roageren “cn ee 115970 gece s i i: t : 
at adding machine cost when multiplying. Machine “D” “omtine 487 70% re ener » on = 
Write for descriptive literature, Dept. M x F _ - . 


ADDO MACHINE COMPANY, INC., 145 WEST S7TH STREET, NEW YORK 19, W.Y., CIRCLE 5-6940 


WEST COAST BRANCH = 
WESTERN ADDO MACHINE CORP., 232% BFVERLY BLVD. : : 
LOS ANGELES, CALIFORNIA, TEL: DUNKIRK 5-2247 , 


(Circle 700 for more 


information) POSTMASTER: If undeliverable fer ony reacen 
please notify us at above eddress on Ferm 


3547 postage for which Is guaranteed. 





